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Thisschedule applies toPublic Health Agencies

Scope of records retention schedule

This records retention schedule covers the public recordisoall government agencies (such as health departments, health districts;edtting to thefunctions

of promoting publichealth, managing vital recordprovidinghealth care and treatmentonductingresearch and other activitiespursuant totitle 70 RCW It is

to be used in conjunction with theocal Government Common Records Retention Schedule (GOIBIE puthorizes the destruction/transfer of public records
common to all local government agencies

Disposition of public records

Public recordgovered by records series within this records retention schedule must be retained for the minimum retention period asdsipettiis schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their mieit@otiom period for the efficient and effective
management of local resources.

Public records designated éarchival (Permanent Retenticdnust not be destroyed. Records designated as Archival (Appraisal Required) must be appraised |
the Washington tate Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonabljednitajjpéion. Such
LJdzo f A0 NBO2NR& Ydzad 06S YIylF3aISR Ay | OO2NRI yOS idracirés miskrdt bé desroyEndt hay arneldubjéctO A
to an existing public records request in accordance witapter 42.56 RCW&  { dzOK LJdzoft A O NBX O2NRa& Ydzad oS Yl yl 3SR
procedures for public records requests.

Revaation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revokedgitichsttinisted in all general and agency
unique retention scheduled.ocal government agencies should take measures to ensure that the retention and disposition of public records is in asgithdanc
current approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordaR@Wiid®.14.076n April 7, 221.

Signature on File Signature on File Signatureon File
For the State AuditorAl Rose For the Attorney GeneralMatt Kernutt The State ArchivistSteve Excell
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REVISION HISTORY

Version Dateof Approval Extent of Revision
1.0 December 1999 Initial version.
2.0 July 2001 Major revision.

bl YS OKLI yB&IR DistitB ahd Bepartmerits  HealthdDepartments and DistriétsRecords series
common to all local government agencies now appear in the ln@val Government Common Recdrégention

3.0 March 26, 2009 Schedule (COR&)d have been removed from this schedulall Disposition Authority Numbers (DANS) in thealth
Departments andistricts Records Retention Schedti2 4 6 S3aAYy 6AGK (GKS LINBTAE ¢
titles, descriptions, retention periods, or archival designations.

4.0 January 27, 2011 [Major revision of entire schedule.

Minor revisions throughtout the schedule, especially the Enviromental Health Managey#erditing and Inspection

4.1 August 20, 2015 .
section.

Minor revisions throughtout the schedule, especially the Environmental Health Managenénsing and

4.2 April 7, 221 Permitting section.

For assistance and advice in applying this records retention schedule,
please contacé 2 dzNJ 3 Sy 0ée Qa wSO2NRa h¥FAO
or Washington State Archives at:

recordsmanagement@sos.wa.qovV
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1. AGENCY MANAGEMENT

This section covers records relating to agency management that are not covered bgaaleGovernment Common Records Retention Schedule (CORE)

1.1 COMMUNITY RELATIONS
The activity of the local governmeagency interacting with its community.
DISPOSITION
RETENTION AND
NCkJAEHEgFZSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011000 | Crisis Lines Retainfor 6 years after date | NONARCHIVAL
Rev.l Records relating to phone calls received bydlgency through a crisis phone line. of contact NON%SPSE{ENHAL
then
Destroy.
HE2011001 | Client Relations Retainfor 8 years after NONARCHIVAL
Rev.l wSO2NRE NBf I { Anractidn@withiicKeits dr Bek yefrésentatives, such af inquiry/complaint/grievance | NONESSENTIAL
N - : matter resolved OFM
inquiries, complaints, and grievances.
Includes, but is not limited to: then
1 Inquiries/complaints/grievances received (such as environmental health Destroy.
complaints, etc.);
1 Documentation of agency response(s).
Excludesecords covered bidealth Insurance Portability and Accountability AGPAA) ¢
Complaints (DANE2011006).
1. AGENCY
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1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws anasegulatio
DISPOSITION
RETENTION AND
NSEATBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011002 | Client Accidents/Incidents No Claim Filed (Age 18 and Older) Retainfor 8 years after date | NONARCHIVAL
Rev.l Records relating to accidents/incidents involving clients age 18 and older in the cours| Of accident/injury NONESSENTIAL
- ) : ) OPR
receiving healtkrelated services, and where claims for damagesreot expected or likely | then
to be filed. Includes, but is not limited to, reports and investigations. Destroy.
Excludesecords covered hy
1 Accidents/IncidentsHazardousMaterials) ¢ No Human Exposure (DANS5619-
03).
1 Accidentsincidentsg No Claim Filed (Age 18 and Older) (?8201@81).
1 ClientAccidentAncidentsc No daim Hled Under Age 18)(DANHE2011003).
HE2011003 | Client Accidents/Incidents No Claim Filed (Undekge 18) Retainfor 8 years after NONARCHIVAL
Rev.0 |Records relating to accidents/incidents involving clients younger than age 18 in the c( injury/accident NONESSENTIAL
. . . OPR
of receiving healthrelated services, and where claims for damages are not expected o] and
likely to be filed. Includes, but is not limited to, reports and Btigations. 6 years after juvenile attains
Excludesecords covered hy age 18
9 Accidents/Incidents (Hazardous Materiag$yo Human Exposure (DAN G350 then
03). Destroy.
9 Accidents/Incidentg No Claim FiledinderAge 18YDAN GS506C03).
91 ClientAccidentIncident¢ No aim Fled (Age 18 andOider) (DANHE2011002).
1. AGENCY
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1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws anasegulatio
DISPOSITION
RETENTION AND
NSEATBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011004 | Health Insurance Portability and Accountability Act (HIPABSAccountings oDisclosure | Retainfor 6 years after date | NONARCHIVAL
Rev. 0 Records of client requests for accountings of protected health information disclosures Of disclosure NON%SPSRENT'AL
performed by the agency. then
Includes, but is not limited to: Destroy.
1 Requests to inspect or obtain copies of any protected health information;
1 Documentation of clients taking exception to information in their records with
which they diagree, and/or request corrections;
T 5Aa0f24adz2NBa 2F AYRAGARdzZEfaQ LINRGSOI
business associates.
Note:Retention basedohy A Y RA @A Rdz- £ Qa NARIKG G2 NBOS
protected healthinformation made by the agency during the previous six @& <£FR §
164.528(a).
HE2011005 | Health Insurance Portability and Accountability Act (HIPAAAmendmentso Protected | Retainuntil destruction of NONARCHIVAL
Rev.1 Health Information protected health information | NONESSENTIAL
Records relating tpatient requests foamendmentso protected health information subject toamendments) OPR
pursuant to45 CFR § 164.526 then
Includes, but is not limited to: Destroy.
1 Requests for and statements of amendment;
1 Documentation of provider challenges to proposed amendment;
1 Internal and external correspondencelating to requests/amendments;
1 Provider statements of disagreement.
1. AGENCY
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1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws anasegulatio
N%EEE;%&:) DESCRIPTION OF RECORDS DIEIE(EI;’I\IT-II-?NN:C’Z\IT[I)ON DESIGNATION
HE2011006 |HealthInsurance Portability and Accountability Act (HIPAAComplaints Retainfor 6 years after final | NONARCHIVAL
Rev.0 |wSO2NR& 3ISYySNIGSR RdNAy3 G(KS | 38yOe Qg |resolution NON%SPSRENT'AL
violations received and/or evaluated by the agency. then
Includes, but is not limited to: Destroy.
1 Complaints received,;
1 Complaints submitted by workforce members;
1 Complaints submitted by clients;
1 Background materials pertaining to complaints received;
1 Agency responses to complaints;
1 Complaint logs.
Note: Retention based onfear requirement fothe retention of documentation relating to
HIPAArelated complaint$45 CFR § 164.530()))2)
HE2011007 | Health Insurance Portability ash Accountability Act (HIPAA- Sanctions to Workers Retainfor 6 years after NONARCHIVAL
Rev.0 |Records relating to sanctions applied to workers for-sompliance with privacy policies | fulfillment of sanctiors) NON%SPSRENT'AL
procedures. then
Destroy:.
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1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws anasegulatio
DISPOSITION RETENTION AND
NSEATBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011008 | Major Incident Reviews Retainfor 8 years after date ARCHIVAL
Rev.0 |Recordgelating to events identified as major or significant incidents by the agency for| Of incident (Al\rl’grlf‘;;aslgém“%i
purposes of improving future responses and to identify training or safety issues for then OPR
incorporation into training procedure. Transferto Washington State
Archives for appraisal and
selective retention.
HE2011009 | Medical Staff Credentialing/Privileging Retainfor 8 years after ARCHIVAL
Rev.0 | Records relating to credialing or privileging of medat staff including reviews of termination of employment mﬁgﬁ;;’ggg\%ﬁ
LINJ O U Aqudifafighdldndpractice history, determinations and restrictions of then OFM
privileges, certifications and licensing, peer certifications and evaluations, afityqua | Transferto Washington State
improvement documentation. Archives for appraisal and
Excludesecords covered bimployeaNork History (DANGS5€04B-06). selective retention.
Note: RCW 70.41.220 requires the retention of records relating to decisions to restrict or
terminate privileges of practitioners.
HE2011010 |Release of Information Logs Retainfor 6 years after date | NONARCHIVAL
Rev. 0 Logs documenting the release/disclosure of heaifbrmation by the agency. of entry NONEIS:;ENT'AL
then
Destroy:.
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1.2 QUALITY ASSURANCE AND COMPLIANCE

The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws anasegulatio

RETENTION AND

DISPOSITION
AUTHORITY
NOMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011011 | Standard of Care Retainfor 8 years after ARCHIVAL
Rev.0 |Records relating to standard of care documentation detailing clinical guidelines and/o| ©bsolete or superseded (Pﬁg‘ﬁnéggéﬁ’%ﬂ
protocols for the assessment and treatment of particular conditions. then OPR
Transferto Washington State
Archivedor permanent
retention.
PagelOof 77
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2. ASSET MANAGEMENT

This sectioncovers records relating to asset management that are not covered blyabal Government Common Records Retention Schedule (CORE)

2.1 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes building, vehicles, and equipment.
SeeCORE Asset Managemenforall2 § KSNJ NBEO2NR& NBf I dAy3a G2 GKS 3SyodeqQa | aasSiaad
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN DISPOSITION ACTION
HE5502H01 | Clinical Instrument Studies Retainfor 2 years after NONARCHIVAL
Rev.1 |Records relating to clinical laboratory instrument studies. disposal of instrument NON(E)IS:;ENT'AL
Note: Retention based olife of the instrument/method plus 2 yeamsquirenent forrecords then
relating to instrument/method validation studi€é/AC 24€338-070). Destroy.
HE2011012 | Radiation Instrument CalibratioiDrinking Water) Retainfor the life of the ARCHIVAL
Rev.0 |Calibration data and maintenance of radiation instruments and analytical balances us| 2@9éncy (Permanent Retention)
.. NONESSENTIAL
analyze drinking water. then OPR
b2GSY ¢KS 9y @ANRBYYSyYyidlt tNRBGSOGAZ2Y ! ISy (Transferto Washington State
Analyzing Drinking Water (5th Edition) Chapter VI, pagrétjuires the permanent retention| Archivesfor permanent
of records documenting calibration data and maintenance records oadidition instruments | retention.
and analytical balances.
(http://mvww.epa.gov/iogwdw/methods/pdfs/manual_labcertification.pdf)
HE2011013 | Sterilizer Spore Tests Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records relating to spore tests performed on sterilization equipmeataordance with of test NON%SPS"QENT'AL
WAC 246145-030(11)(d). then
Note:Retention based ongear requirement fothe retention of records relating to sterilizer | Destroy.
testing (WAC 246145-030(11)(d).

2. ASSET
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3. ENVIRONMENTAL HEALTH MANAGEMENT

The function of enforcing laws and regulations a&mécting measures to ensure environmental health.

3.1 AUDITING AND INSPECTION

The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimetudes environmental

monitoring of areas withinthe agen@a 2 dzNA ARAOGA2Y F2NJ LJdzZN1I2 &adSa 2F LINBGSyldAzys O2

SeeCORE Asset Managemenfor records relatingtal KS | 3Sy 0 Qa aasSia 60dzif RAy3az fFyRZI 4
DISPOSITION

RETENTION AND
NC:\JATB:%IATAT) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501305 | Business Registers Retainuntil obsolete or NONARCHIVAL
Rev. 1 Registers of business establishments that are subject to periodic inspections to evalu| Superseded NONEIS:;ENT'AL
compliance withapplicable laws and regulations. then
Destroy.

3. ENVIRONMENTA
HEALTH MANAGEME Pagel2of 77
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3.1 AUDITING AND INSPECTION

The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2
SeeCORE Asset Managemenfor records relatingtal KS | 3Sy 0 Qa FaasSia

60dAf RAY3Iax

fLyRS ¢

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS
NUMBERDAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

HE5501304 | Condemnation/Demolition Orders

Rev. 1 Records relating to the demolition, decontamination, or disposabotaminated
properteries and/or illegal drug manufacturing or storage sigsjctures, or vehicles by
order of the agency in accordance wRCW 64.44.050

Includes, but it not limited to:

All phases of investigation and remediation;
Copies of police reports;

Posted notices;

Logs of removed material/property;
Contractorand subcontractor contracts;
Work, sampling, and disposal plans
Sampling results;

Related correspondence/communications.

Excludesecords covered bidazardous Waste Chemical Site Inspectio(BANHES501M-
02).

=4 =4 =4 =8 -4 -8 -8 -9

Retainfor 6 years after date
of order

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. ENVIRONMENTA
HEALTH MANAGEME
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3.1 AUDITING AND INSPECTION

The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2

SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6
DISPOSITION
RETENTION AND
NS'l\JATBHEEEZ\\I() DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2015001 | Environmental Monitoring Agency Jurisdiction Retainfor 6 years after ARCHIVAL
Rev.0 |[wSO2NRa NBflGAy3d G2 SYy@aANRYyYSydl f Y2y ahazard/nuisanceesolved (if | (Appraisal Required
purposes of preventiorsontrol, and abatement opublichealth hazards and nuisancies | identified) andmonitoring NON%SPSRENT'AL
accordance with RCW 70.05.060 discontinued
Includes, but is not limited to: then
1 Project plans/strategies, mitigation steps (recommended, taken, disregarded, | 1ransferto Washington State
 Field studies, system trackirgjr/land surveys, observations, maps; Archives for appraisal and
1 Sampling results and analysis (soil, air, water, etc.); selective retention
1 Meeting materials, minutes, etc.;
1 Related correspondence (regardless of format).
Excludegnvironmentalmonitoringcovered more specifically elsewhere, such as:
1 Inspections/nonitoring covered in the Licensing and Permittgegtion.
1 Monitoring of agencyownedassetgqbuildings, infrastructure, etcgovered in
CORE
1 Environmental testingperformed as a service to the general puldivered by
HE2015002
3. ENVIRONMENTA
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3.1 AUDITING AND INSPECTION

The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2

SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBERDAN) DISPOSITION ACTION
HE5502L-01 | Facility Inspections (General) Retainfor 6 years after date | NONARCHIVAL
Rev. 1 Records relating to thmspection of facilities or establishments where not covered by g ©f inspection NON%SPSRENT'AL
more specific record series. then
Includes, but is not limited to inspections of the foliowy: Destroy.
9 Dairies, food, meat processing, and food establishments;
9 Living environments such as parks, recreational facilities, schools, and farmw
housing;
1 Spas, swimming beaches, and pools;
1 Sewers (public and private);
1 Schools.
Excludes:
1 Solid wastdacility inspections covered by HE65324.
1 Records relating to agency facility inspections covere@ ORE serig3S5606B27.
HE5501M-01 | Hazardous Waste Business Audits Retainfor 6 years after ARCHIVAL
i i i i i completion of audit (Appraisal Required)
Rev. 1 Records relating to audits of businesses responsible for creating hazardous waste. ) p NONESSENTIAL
then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
Pagel5of 77
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3.1 AUDITING AND INSPECTION
The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2
SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6
DISPOSITION
RETENTION AND
NSll\JAEHEgEEI\T) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501M-02 | Hazardous Waste- Chemical Site Inspections Retainuntil no longer needed = ARCHIVAL
Rev2 |wSO2NRa NBtldGAy3 G2 GKS 3SyOeqa Ay aLigforagency business (A”E'Sa';aémjff)
collect or create hazardous waste. then (for Disaster Recovery
Includes, but is not limited to: Transferto Washington State OPR
f Inspection documentation; Archlv_es for appreusal and
1 Documey G GA2y 2F OKSYAOIt &A G Sifspectirs.NN|Selective retention
Excludesecords covered bilazardous Materials/Dangerous Wastébatement and
Remediation (DAN GS40-15).
HE5501M-03 | Hazardous WasteCo | | ect or ' s Audi t s Retainfor 6 years after NONARCHIVAL
Rev.1 |Records relating to inspections lnéizardous waste collectors. completion of audit NON%SPSRENT'AL
then
Destroy.
HE2011014 | OnSite Sewage SystermsMaintenance and Inspection Retainuntil notification that NONARCHIVAL
Rev. 0 Records relating to morts received from maintenance amuspection specialistsseptic system has_been NON%SPSRENT'AL
tank pumpers, or other servicers performing-site sewage disposal system inspections| d€commissioned
then
Destroy.
3. ENVIRONMENTA



S n S Public Health RecordRetention Schedule

Office of the Secretary of State Version 4.XApril 2021)
Washington State Archives

3.1 AUDITING AND INSPECTION
The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2
SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBERDAN) DISPOSITION ACTION
HE5501315 | Planning Department Recommendations Retainfor 6 years after date ARCHIVAL
Rev.1 |Records relating to reports, criteria, and recommendations developed by the agency { ©f report recommendation (Al\‘:gf;g SE?\I“%TL
local Planning Department on healtblatedissues. then OPR

Transferto Washington State
Archives for appraisal and
selective etention.

HE2011015 | Recreational Shellfish Beadlassifications Retainfor 1 year after ARCHIVAL
Rev.0 |Agency files on the annual classification/reclassification of recreational shellfish beac| UPdated/superseded (Pﬁg:}”éggéﬁﬁ'&‘i
based on the risk to public health from consuming shellfish. then OFM

Transferto Washington State
Archivedor permanent

retention.
HE5501321 | Sewage Treatment Site Inspections Retainfor 50 years after NONARCHIVAL
Rev.2 Records relating to thispection of public and private sewage treatment sites. Include| closure of sewage treatment NONESSENTIAL
documentation of any problems discovered during the course of investigation and relg site OPR
corrective action(s). then
Excludes records covered OnSite Sewerage System$aintenance and Inspection (DA Destroy.
2011-014)

3. ENVIRONMENTA
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DSNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.1 AUDITING AND INSPECTION
The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2
SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6
DISPOSITION
RETENTION AND
NS'l\JATBHEgEEI\\I() DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011016 | Solid Waste- Characteization and Disposal (General) Retainfor 5 years after advic¢ NONARCHIVAL
Rev. 0 Records relating to solid waste characterizatimvice provided by the agency where the Provided NON%SPSRENT'AL
waste is not determined to be hazardous waste. then
Destroy.
HE5501M-04 | Solid Waste- Characterization (Hazardous Waste) Retainfor 50 years after NONARCHIVAL
Rev.1 |Records relating to solid waste characterization advice provided bggeecy to other | advice provided NON%SPSRENT'AL
entities where the waste is determined to be hazardous waste. then
Destroy:.
HE5501324 | Solid Waste- Facility Inspections Retainfor the life of the ARCHIVAL
Rev.1 |Records relating to the permitting, inspection, and/or monitoring of solid waste dispos facility (Appraisal Required
sites then ESSENTIAL
) (for Disaster Recovery
Includes, but is not limited to: Transferto Washington State OPR
9 Incinerators: Archives for appraisal and
1 Landfills: selective retention.
1 Recycling facilities;
1 Sewage sludge sites;
1 Transfer stations.
Excludesecords covered biacility InspectiongGeneral) (DAKME5S502L-01).
3. ENVIRONMENTA



DSNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.1 AUDITING AND INSPECTION

The activity of auditing and inspectisges or facilities to monitor compliance with applicable laws and regulatimatudes environmental
monitoring of areas withinthe agen@a 2 dzNRA A RAOGA2Y F2NJ LIdzZN1LI2 &adSa 2F LINBGSyldAizyszr O2

SeeCORE Asset Managemenfor records relatingtail KS | 3Sy 0 Qa FaasSia 60dzif RAy3az fFyRZI 6
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBERDAN) DISPOSITION ACTION
HE5501K05 | Vector/Pest Control Retainfor 6 years after date | NONARCHIVAL
Rev. 1 Records relating to inspections for rodent and other types of pdsstations. of inspection NON%SPSRENT'AL
then
Destroy.
HE5501326 | Water Well Reports Retainuntil no longer needed NONARCHIVAL
Rev.1 |Copies of water well reports submittéxy well drillers to the Department of Ecology | for agency business NONEIS:;ENT'AL
describing the location, ownership, construction details, and lithology of completed w¢ then
Destroy.
Pagel9of 77
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Office of the Se

SNS

cretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS R ONES DESIGNATION

NUMBER (DAN)

DISPOSITIOACTION

HE5501301 | Building Plan Reviews Retainfor 6 years after NONARCHIVAL
Rev. 1 Records relating to reviews of construction project plans for changes to facilities, new| completion of review NON%SPSRENT'AL
O2yaiNHzOGA2YyS 2N odzAtRAY3 fGSNIGA2Y A then
school construction/modification reviews performed in accordance witapter 246-366A | pestroy,
WAC.
HES5501F04 | Burial/Cremation/Transit Permits Retainfor 1 year after ARCHIVAL
Rev.3 Records relatingp permits forthe burial, cremation, ortransit of deceased persons expiration of permit (Permanent Retentiol
RCW 70.58.230 then ESSENTIAL
pursuant to B ' (for Disaster Recovery
Includes, but is not limited to: Transferto Washington State OFM
1 Burial, cremationand transit permits; Archives fopermanent
f  Notices of removal. retention.
HE5501D06 | Food Borne lliness Complaints and Investigations Retainfor 6 years after matte] NONARCHIVAL
Rev. 2 Recordgelating to food borne iliness complaints received and any resultant agency settled NON%SPSRENT'AL
response or investigation. then
Destroy.
HE5502L-06 | Food Worker Permits Retainuntil expired or NONARCHIVAL
Rev. 1 Records relating to the issuance of food worker permits in accordancectatbter246- superseded ESSENTIAL
(for DisasterRecovery)
217 WAC. then OFM
Destroy:.
3. ENVIRONMENTA



SNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.
DISPOSITION
RETENTION AND
NC’l\JATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITIONCTION DESIGNATION
HE2011017 | Hazardous Waste Permits Retainfor 50 years after ARCHIVAL
Rev.0 |Records relating to permits for the disposal of contaminated soitdor other industrial | €Xpirationof permit (PerEaSr‘gEEe_lt_elr"A\“E”)
waste. then (for Disaster Recovery
Includes, but is not limited to: Transferto Washington State OPR
f Permit application materials; Archw_es‘or permanent
§ Correspondence. retention.
HE5501F09 | Inter and Disinter Permits Retainfor 6 years after ARCHIVAL
Rev.1 |Records relating to the issuance of permits for the intermerdisinterment of deceased | €xpiration of permit (Appraisal Required
ESSENTIAL
persons. then .
(for Disaster Recovery
Transferto Washington State OPR
Archives for appraisal and
selective retention.
HE5501A10 |Licenses Issued Registers Retainfor 6 years after ARCHIVAL
Rev.1 |Registers of licenses issued by the agency. expiration of last license liste| (Appraisal Required
then NONESSENTIAL
OFM
Transferto Washington State
Archives for appraisal and
selective retention.
3. ENVIRONMENTA



Office of the Se

SNS

cretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS R ONES DESIGNATION

NUMBER (DAN)

DISPOSITIOACTION

HE5501318 | OnSite Sewage SystemsApprovedPermits Retainuntil notification that NONARCHIVAL
Rev.2 Records relating tapprovedpermits for the installation, repair, alteration, or expansion| System has been ESSENTIAL
. decommissioned (for Disaster Recovery
an onsite sewage system. OPR
Includes, but is not limited to: then
1 Permit application materiajs Destroy.
9 Percolation tests and soil probes;
1 Waivers granted.
HE5501313 | Permit and Approval Summaries Retainfor 6 years after ARCHIVAL
Rev.1 |Summaries of permits and approvals granted by the agency. expiration/termination of (Appraisal Required
permit or approval ESSENTIAL
(for Disaster Recovery
then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
3. ENVIRONMENTA



n S Public Health RecordRetention Schedule
Office of the Secretary of State Version 4.XApril 2021)

Washington State Archives

3.2 LICENSING AND PERMITTING

The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITIOACTION
HE2021-005 | Permits, Licenses, and Approval®enied/Withdrawn Retainfor 1 year after date NONARCHIVAL
Rev.0 |Records relating to permits and approvemnied by the agenoyr withdrawn by the denied/withdrawn NON%SPSRENT'AL
applicant where not covered by a more specific records series then
Includes, but is not limited to: Destroy.

91 Application and supporting documents;
1 Agency review of application;

1 Notice of denial or withdrawal;

1 Related correspondenéeommunications.

Excludes record®lating to successful applications for permits, licenses, or approvals.

3. ENVIRONMENTA
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S n S Public Health RecordRetention Schedule

Office of the Secretary of state Version 4.XApril 2021)

Washington State Archives

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.

N%EEEé%ﬁ:) DESCRIPTION OF RECORDS DIEIE(EEII\IT-II-g)NI\é?I’\lOEI)\I DESIGNATION
HE5501314 | Permits Licensesand Approvals- General Retainfor 6 years #er NONARCHIVAL
Rev.2 Records relating to permitsicensesand approvals issued by the agenefrere not expiration of NONESSENTIAL
covered by a more specific records series permit/licenseapproval OPR
Includes, but is not limited to: then
f  Application and supporting documents; Destroy.

1 Agency review of application;

1 Notice of approval,

1 Permit, license, or approval issued;

1 Related correspondenéeommunications.

Excludes records covered by:

Permits, Licenses, and ApprovaBenied/Withdrawn (DAN FE2B21-005);
Burial/Cremation/Transit Permits (DAN HEB3-04),

FoodWorker Permits (DAN HEB2L-06);

Hazaraus Wate Permits (DAN HE20017);

OnSite Sewage Systermg\pprovedPermits (DAN HESBLI18);

Water Recreation Facility Permits (DAN HE2018}

Water Supply System Permits (DAN HEER5).

=A =4 =4 =8 -8 -8 -9

3. ENVIRONMENTA
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Office of the Se

SNS

cretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and mimgitoompliance with local, state, and federal licensing or permittin
requirements.
DISPOSITION
RETENTION AND
NSkJATBHEgIREg:N) DESCRIPTION OF RECORDS DISPOSITIONCTION DESIGNATION
HE5501302 | Solid Waste-Closed Landfills Retainfor 50 years after site ARCHIVAL
. ST closure (Permanent Retention)
Rev. 1 Records relating to closed landfill sites. " ESSENTIAL
en (for Disaster Recovery
Transferto Washington State OPR
Archivedor permanent
retention.
HE2011018 | Water Recreation Facility Permits Retainfor 3 years after ARCHIVAL
Rev. Permits i nev for th n : f ion facilities. expiration (Appraisal Required
ev.0 ermits |ssueFJI by age. cy for the construction of wagereation facilities NONESSENTIAL
Includes, but is not limited to: then OFM
1 Application form(s); Transferto Washington State
f Pertinent plans and specifications submitted wétpplication. Archives for apaisal and
selective retention.
HE5501325 | Water Supply System Permits Retainfor the life of the ARCHIVAL
Rev.1 |Records relating to the permitting and ongoing inspection of public and/or private wat{ 29€ncy (Pergg'ggﬁl'fl”;i”)
Supply systems. then (for Disaster Recovery
Includes, but is not limited to documentation relating to: Transferto Washington State OPR
7 Distribution systems; Archlv_es‘or permanent
1 Filtering; retention.
1 Treatment installations;
1 Water quality analysis.
3. ENVIRONMENTA



SNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBERDAN) DISPOSITION ACTION
HE2011019 | Drinking Water—Laboratory Assessments/Certification Reviews Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating to osite laboratory assessments and/eegrtification program reviews off completion of assessment/ NON%SPSRENT'AL
labs that analyze drinking water. review
b238SY ¢KS 9YPANRYYSYyillf tNRGSOGAZY ! 3Sy( and
Analyzing Drinking Watdf™ Edition) Chapter Ill, page-8lirequires the retention of records | until completion of two
relating to laboratory assessments andsite certification reviews for at least 6 years to subsequent audits
include the last two owite audits. then
Destroy.
HE2011020 | Drinking Water— Radionuclide Analysis of Compliance Retainfor 10 years after date] NONARCHIVAL
Rev.0 |Records relating to radionuclide analysesompliance samples. of report NON%SF)iENT'AL
b238SY ¢KS 9YDPANRYYSYidllf tNRGSOGAZ2Y 1 ISy then
Analyzing Drinking Water {SEdition) Chapter IV, page-I2 requires the retention of records| Destroy
relating to radionuclide analyses of compliance samples for 10 yeard(($&€R § 141.R3
3. ENVIRONMENTA



SNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.3  TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

N%E‘EHECEEI/%? DESCRIPTION OF RECORDS DIEIE(EI;’I\IT-II-SDNN:C’Z\IT[I)ON DESIGNATION
HE2011026 | Effluent/Discharge Monitoring Data and Supporting Documentation Retainfor 10 years after NONARCHIVAL
Rev. 0 Records relating to the monitoring of sites or locations that discharge pollutants or | testing completed NON%SPSRENT'AL
effluents, including data and site monitoring support documentation. and
Includes, but is not limited to: until fulfillment of retention
{1 Biosolidtesting (e.g. land application); requirement(s) specified on
1 Field/remote testing; discharge permit
9 Industrial pretreatment monitoring; then
1 Solid waste testing; Destroy.
1 Wastewater treatment monitoring (operational monitoring, etc.).



Office of the Se

SNS

cretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.3

TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION
AUTHORITY
NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

HE2015002

Rev. 0

Environmental TestingService to Pulit)

Records relating to environmental sample testing offered asraice to the general publig
Includes tests such as residential indoor air quality, lesidtpmold, garden soil (for
lead/contaminants), etcDoes not include testingetating to agencywned assets.
Includes, but is not limited to:

9 Original request form submitted by requestor;

1 Sample tracking (chain ofistody) records;

9 Test results and data;

1 Records documenting what was provided to the requestor (test reports, etc.).

Excludes:

1 Records covered dygnvironmentaMonitoring (Agency Jurisdiction) (DANE2015
001).

1 Monitoring of agencyownedassetgbuildings, infrastructure, etcgoveredby
CORE

Retainfor 6 years afteresults
provided to requestor

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

3. ENVIRONMENTA
HEALTH MANAGEME
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SNS

Office of the Secretary of State
Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.3  TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION
NSIL\JAEHEEEEI\T) DESCRIPTION OF RECORDS DIEIE(-I;?I\IT-II-?NN:C’?\IT[I)ON DESIGNATION
HE2011021 | Laboratory Quality Assurance and Cont{@&@nvironmental Lab) Retainfor 10 years after NONARCHIVAL

Rev. 0 Records relating to quality assurance testing and control activities in environmental Ig conclusion of NONESSENTIAL

including labs that analyze drinking water. analysis/testing/calibration OPR
Includes, buis not limited to: or

1 Documentation of analytical methods; until completion ofDept. of

1 Instrument calibrations; Ecology auditwhichever is

f  Proficiency testing; sooner

. Method detection limit studies; then

1 Method validation studies. Destroy.



DSNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

3.3  TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION
AUTHORITY
NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

HE2011022
Rev. 0

Public Water Systems Analysis for Lead/Copper
Records relating to the testing of water samples from public wsystems for lead and
copper.
Includes, but is not limited to:
1 Instrumentlogs;
1 Sample collection and control documentation;
I Raw data and calculations;
1 Quality control data.
Excludesecords covered hy
1 Public Water SystengsBacteriological andurbidity AnalysefDANHE2011023);
1 Public Water SystengsChemical AalysedDANHE2011024);
1 Public Water SystengsGeneralDANHES5502H03).

b20SY ¢KS 9Yy@GANRYYSYyllf tNRGSOGAZ2Y | Sy

Analyzing Drinking Water {S=dition) Chapter IV, page-9/tequires the retention of records
relatingto chemical analyses for lead and copper for twelve yearAd@G&#+R § 141.91

Retainfor 12 years after date
of report

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

3. ENVIRONMENTA
HEALTH MANAGEME
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S n S Public Health RecordRetention Schedule

Office of the Secretary of State Version 4.XApril 2021)
Washington State Archives

3.3  TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBERDAN) DISPOSITION ACTION
HE2011023 | Public Water Systems Bacteriologicaland Turbidity Analyses Retainfor 5 years after NONARCHIVAL
Rev.l Records relating to bacteriological and turbidity analyses of Group A and/or Group B | completion of analysis NON%SPSRENT'AL
water systemsas defined byitle 246 WAC then
Includes, but is not limited to: Destroy.

1 Instrument logs;
9 Sanple collection and control documentation;
I Raw data and calculations;
1 Quality control data.
Excludesecords covered hy
1 Public Water SystengsAnalyss for Lead/Copper(DANHE2011022);
1 Public Water SystengsChemicaAnalysedDANHE2011024);
1 Public Water SystengsGeneralDANHES5502H03).

Note: Retention based onearrequirement forthe retention of bacteriological and turbidity
analysisesults(WAC246-290-480(1)(a).

3. ENVIRONMENTA
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S n S Public Health RecordRetention Schedule

Office of the Secretary of State Version 4.XApril 2021)
Washington State Archives

3.3  TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION RETENTION AND

NSI&J/IEHEEEI/II\T) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011024 | Public Water Systems Chemical Analyses Retainfor the life of the NONARCHIVAL
Rev.1l Records relating to chemical analyses of Group A and/or Group B public water sgster] Public water system NON%SPSRENT'AL
defined bytitle 246 WAC then
Includes, but is not limited to: Destroy.

1 Instrument logs;
9 Sample collection and contrdbcumentation;
I Raw data and calculations;
1 Quality control data.
Excludesecords covered hy
1 Public Water SystengsAnalyss for Lead/@pper(DANHE2011022);

1 Public Water SystengsBacteriological anddrbidity AnalysegDANHE2011023);
1 Public Water SystengsGeneralDANHES5502H03).

Note: Retention based orequirement forthe retention of chemical analysis results for as lor
as the system is in operatig?? AC246-290-480(1)(a).

3. ENVIRONMENTA
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S n S Public Health RecordRetention Schedule

Office of the Secretary of state Version 4.XApril 2021)

Washington State Archives

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
N%E‘EHECEEI/%? DESCRIPTION OF RECORDS DIEIE(EI;’I\IT-II-SDNN:C’Z\IT[I)ON DESIGNATION
HE5502H03 | Public Water Systems General Retainfor 5 years after NONARCHIVAL
Rev.2 Records relating to the analysis of Group A and/or Group B public water syasetiedined| conclusion of analysis NONEIS:;ENTIAL
by title 246 WAC where not covered by a morspecific records series then
Includes, but is not limited to: Destroy.
1 Instrument logs;
1 Sample collection and control documentation;
I Raw data and calculations;
1 Quality control data.
Excludesecords covered hy
1 Public Water SystengsAnalyss for Lead/Copper(DANHE2011022);
1 Public Water SystengsBacteriological and urbidity AalysegfDANHE2011023);
1 Public Water SystengsChemical Aalyse§DANHE2011024).
HE2011025 | Sample Management Retainfor 10 years after NONARCHIVAL
Rev.0 |Records relating to the management and tracking of samples received by the conclusion of sample testing NON%SPSRENT'AL
environmentallaboratory for testing or analysis. then
Includes, but is not limited to: Destroy.
1 Chain oftustody documentation;
1 Sample receipt documentation.

3. ENVIRONMENTA
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DSNS

Office of the Secretary of State

Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

4. HEALTH CARE AND TREATMENT

The function relating to the assessment, diagnosis, and treatmecitefts.

4.1 ASSESSMENT AND REFERRAL
The activity of assessimtient Q KSIF f G K OFNB ySSR& FyR NBFSNNAy3I GKSY (2 KSIfOK
DISPOSITION
RETENTION AND
NC:\J/ITBHEgFZEFXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011027 | Encounter Forms/Fee Sheets Retainfor 6 years after NONARCHIVAL
Rev.0 |Records documenting services or procedures provided to clients and pertinent coding Provision of healthrelated NON%?DiENT'AL
billing information associated with services provided. Services
then
Destroy.
HES5501D-07 | HIV Test Reports Retainfor 2 years after date | NONARCHIVAL
Rev. 1 Records relating to neidentifiable client HIV test reports received from tBepartment of of receipt NONEIS:;ENT'AL
Health lab. then
Destroy.
HE5501G16 | Referrals Retain for 2 years after date | NONARCHIVAL
Rev. 1 Records relating to individuals referred to the agency from private practices or other of referral NONEIS:;ENHAL
agencies, or by the agency for services from-agancy providers. Includes maternal then
referrals. Destroy.
4, HEALTH CAREID
EEEa e



S n S Public Health RecordRetention Schedule

Office of the Secretary of state Version 4.XApril 2021)

Washington State Archives

4.1 ASSESSMENT AND REFERRAL
The activity of assessimtient Q KSI f 6K OFNB ySSR& FyR NBFSNNAy3I G§KSY (2 KSIfiGK
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
HE5501G02 | Screening and Referral Retainfor 2 years after NONARCHIVAL
Rev. 2 Record documentingsummary informatioraboutthe screening of clients for medical | Screening/referral NONEFS;:’AENT'AL
conditions(and subsequent resultgjagnoss, suspect logrecommendation referral, etc.).| then
Medical screening programs includmit are not limited to Destroy.

9 Alcoholisn, cancer, cardiac, diabetes, hypertension, sexually transmitted diseg
91 Dental health, glaucoma, preghan&tc

Excludesecords covered by:

9 Client Medical RecordsAge 18 and Over (DANE5S501B-01);
1 Client Medical RecordsUnder Age 18 (DANE2011030).

4. HEALTH CARED
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S n S Public Health RecordRetention Schedule
Version 4.XApril 2021)

Office of the Secretary of State
Washington State Archives

4.2 BACKGROUND CHECKS

The activity of responding to healtblated backjround check requests
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
Retainfor 6years after end | NONARCHIVAL

HE2021-004 | Background Checks for Return of Firearms
Rev.0 Recordselating tobehavioralhealth background checks performed by the agency on bel Of calendar year NON'(E)SPSRENT'A
of law enforcementagenciedefore the return of privately owned firearnmis accordance

with RCW 9.41.04GndRCW 9.41.345 Destroy.

then

4. HEALTH CARED
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AT

Office of the Secretary of State
Washington State Archives

Public Health RecordRetention Schedule
Version 4.XApril 2021)

4.3  CLIENT ADMINISTRATION

The activity of administering healttare and treatment services provided for clients.

DISPOSITION
RETENTION AND
AUTHORITY
NOMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501D04 | Master Client/Patient Index Retainuntil destruction of ARCHIVAL
Rev.2 Records documentingatientidentification, registration, medical, and billing information f¢ Pertinent medical record (Apgg?émeﬁxid
each individual registereftbr public health services then .
(for Disaster Recovery
Note: The American Health Information Management Association (AHIMA) recommends th| Transferto Washington OPR
permanent retention of the master patient index. State Archives for appisal
and selective retention.
4. HEALTH CAREID




S n S Public Health RecordRetention Schedule

Offf;é of the Secretary of State Version 4.XApril 2021)

Washington State Archives

4.4  CLIENT BILLING
The activity obilling clients for services rendered.
DISPOSITION
NS:\JATBHEgR(’gAYN) DESCRIPTION OF RECORDS DIEIE(-I;I;’I\IT-II-I(;)NNAAC’I\IT[I)ON DESIGNATION
HE5501C14 | Client Billing and Financial Assistance Retainfor 6 years after final | NONARCHIVAL
Rev.1 |Records relating to billing of insurance and third party payers for the provision of medig account activity NON%SPSRENT'A
services. then
Includes, but is not limited to: Destroy.
1 Applications for financial assistance;
1 Client eligibilitydocumentation;
1 DSHS prauthorizations;
9 Client refunds.
HE2011029 | Clinical Resource Management/Utilization Review Retainfor 8 years after NONARCHIVAL|
Rev.0 |Records relating to comparisons of medical resource requests to treatment guidelines, | completion of utilization NONESSENTIA
resultant determinations of medical necessity. review OPR
then
Destroy.
HE5501A06 | Department of Social and Health Services Billing Retainfor 6 years after NONARCHIVAL|
Rev.1 |Records relating to claims billed to the Department of SaridiHealth Services (DSHS), | expiration of DSHS contract] NONESSENTIA
regardless of whether the claim has been paid or denied. then OFM
Includes, but is not limited to: Destroy.
1 Medical assistance remittances;
9 Status reports;
1 Claim documents.
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4.4  CLIENT BILLING

The activity obilling clients for services rendered.

DISPOSITION
RETENTION AND
AUTHORITY
NUMBER (DAN) DESCRIPTION OF RECORDS RGO ACTION DESIGNATION
HE5501A:03 | Financial Assessments Retainfor 6 years after date| NONARCHIVAL!
Rev.1 |[wSO2NR&a NBtlGAy3a (2 GKS FaadaavySyid 27 (ofassessment NONESSENTIA
. . . . A OPR
medical treatment, including patient eligibility records. then
Destroy.
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4.5 CLIENT MEDICAL RECORDS
The activity ofnanaging documentation relating to the assessment and treatment of clients.
DISPOSITION
RETENTION AND
Nﬁll\JﬂTBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501B01 | Client Medical RecordsAge 18 and Over Retainfor 8 years after last | NONARCHIVAL
Rev2 |Records created by the public health agency on actient basis to document health care | Provision of healtirelated o 5225'?{2@;
services provided to clients age 18 and over. Services OPR )
Includes, but is not limited to: then
1 Clinical assessment and treatment records (including alcohol treatment, child ¢ D€Stroy.
child neglect or abuse, children with speciakds, dental health, dental sealant
treatment, diabetes treatment, family practice and planning, general clinical
services, immunizations, maternal health, methadone treatment, phenylketonu
rheumatic fever, STDs, tuberculosis, well child, and WIC);
1 Medication administration records;
1 Expedited Partner Therapy (EPT) prescription files if partners are not clients of
agency;
1 Client treatment histonand treatment summaries;
1 Dental records.
Excludes:
1 Mental health counseling records covered®gyunseling (DANE2011032);
1 Radiologic reports covered Radiologic Reports (DANE2011034),
9 Client medical records for which a disclosure authorization has been made in ti
final year of retention covered bglient Medical RecordsDisclosure Authored
(DANHE2011031).
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4.5 CLIENT MEDICAL RECORDS
The activity ofnanaging documentation relating to the assessment and treatment of clients.
DISPOSITION
RETENTION AND
Nﬁll\JﬂTBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011030 | Client Medical RecordsUnder Age 18 Retainfor 8 years after last | NONARCHIVAL
Revl |Records created by the public health agency on actient basis to document health care | Provision of healtirelated o 5225'?{2@;
services provided to clients under age 18. Services OPR )
Includes, but is not limited to: and
1 Clinical assessment and treatment records (including alcohol treatment, child ¢ 3 Y&ars after client attains ag
child neglect or abuse, children with speciakds, dental health, dental sealant 18
treatment, diabetes treatment, family practice and planning, general clinical then
services, immunizations, maternal health, methadone treatment, phenylketonul pestroy,
rheumatic fever, STDs, tuberculosis, well child, and WIC);
1 Medication administration records;
1 Expedited Partner Therapy (EPT) prescription files if partners are not clients of
agency;
1 Client treatment histonand treatment summaries
1 Dental records.
Excludes:
1 Mental health counseling records covered®gyunseling (DAN HE20Q32),
1 Radiologic reports covered Radiologic Reports (DAN HE2@BU),
9 Client medical records for which a disclosure authorization has been made in ti
final year of retention covered bglient Medical RecordsDisclosure Authored
(DAN HE201031)
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4,5  CLIENT MEDICAL RECORDS
The activity ofnanaging documentation relating to the assessment and treatment of clients.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
HE2011031 | Client Medical RecordsDisclosure Authorized Retainfor 1 year after receip| NONARCHIVAL
Rev.1 |Client medical records for which a discloshes been authorized in accordance wiigw | Of authorization to disclose ESSENTIAL
(for Disaster Recovery|
70.02.030. then OPR
Note:Retention based onlearfollowing receipt of an authorization to disclasgjuiranent for | Destroy.
the retention of existing health care informatiRCW 70.02.160
HE2011032 | Counseling Retainfor 5 years after NONARCHIVAL
Rev.0 |Records relating to the provision of mental health counseling and semicaperclient |Ot A Sy dQa 1 ad ESSENTIAL
. . (for Disaster Recovery|
basis by a licensed mental health counselor. then OPR
Includes, but is not lined to: Destroy.
1 Counseling notes and summaries;
1 Prescriptions.
Excludes client medical records for which a disclosure authorization has been made in
final year of retentiorcovered byClient Medical RecorasDisclosure Authorized (DAN
HE2011031)
Note:Retention based onearF 2 f £ 2 6 A y 3 (i K SequiddndnSofthieQeiention ol {
all records relating to counseling services billed to a {héndy payer(WAC 246309-035(4).
HE2011033 | Requests Retaindzy G A f | RRS§ NONARCHIVAL
Rev.0 |Records relating to requests received by the hospital to prolddguage interpretation medical record. NON'(E)SPSRENT'AI
during medical visits and/or consultations.
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4,5  CLIENT MEDICAL RECORDS
The activity omanaging documentation relating to the assessment and treatment of clients.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
HE2011034 | Radiologic Reports Retainfor 5 years after date | NONARCHIVAL
Rev.0 |Records relating to reports and printouts created by radiologists in the course of exam| Of report NON%SPSRENT'AI
YR FaaSaaAy3d NIRA2E{23IA0FE AYIlI3Sa ¢ KSN] then
client medicatecord. Destroy.
Note: Retention based onearrequirement forthe retention of radiologic reports and printou
(42 CFR § 482.26(d)\2)
HE2011035 | Staff Signature Lists Retainfor 8 years after NONARCHIVAL
Rev.0 |Records documenting the signatures of staff who sign charts and other documentatior| OPsolete or superseded NON%SPSRENT'AI
relating to the provision of healthelated services on behalf of the agency. then
Destroy:.
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4.6 CLINICAL LABORATORY
The activity of performing laboratory analysis to determine a medical diagnosis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

HE5502H-02

Rev. 1

Quality Assurance/Control (Clinical Laboratory)
Records relating to quality assurance and control testing/validations performed.
Includes, but is not limited to:

1 Performance specifications;

1 Requisitions;

1 Instrument documentation;

1 Specimen identification and tracking records.

Note: Retention based onyearrequirement forthe retention of records relating to clinical
guality assurance and control recof®8AC 24e338-070).

Retainfor 2 years after
completion of testing

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

HE2011036

Rev. 0

Specimeriesting (Clinical Laboratory)
Records relating to the clinical testing of specimens in agency laboratories.
Includes, but is not limited to:

9 Accession/test logs;
9 Test requisitions (or equivalent);
1 Testrecords and reports.

Note: Retention based onyearrequirement forthe retention of clinical lab records and repo

(WAC 246338070).

Retainfor 2 years after
completion of testing

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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4.6 CLINICAL LABORATORY
The activity of performing laboratory analysis to determine a medical diagnosis.
DISPOSITION
RETENTION AND
NCI\LjTBHEnggXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011037 | Test Procedures Retainfor 2 years after NONARCHIVAL
Rev. 0 Records relating to test procedures implemented by the laboratory in accordancéavitt p_rocedgre has been NONESSENTIAL
CFR § 493.1105 discontinued OPR
Note: WAC 24838070, the Clinical Laboratory Improvement Amendments (CLIA), and th{ then
College of American Pathologists require or recommend the retention ofrtestdures for 2 | Destroy.
years.
HE2011038 | Test Reports-General Retainfor 2 yearsafter NONARCHIVAL
Rev. 0 Reports and results for specimens tested at a clifiédaratory and where not covered by €xamination of slide NONEIS:“:’AENHAL
a more specific series. then
Note: WAC 24838070 and the Clinical Laboratory Improvement Amendments (CLIA) req| Destroy.
the retention of general test reports for 2 years.
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4.7 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
?AIS'};SSEII'I(')YN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

HE5501D01

Animal Bites and Treatment

Retainfor 6 years after last

NONARCHIVAL

Rev. 1 Records relating to animal bites reported to the agency, or to agency treatmemimials | action NON%SPSE{ENHAL
that potentially pose a threat to human health and safety. then
Destroy.
HE5501D12 | Case and Contact RegisterSSexually Transmitted Diseases Retainfor 2 years after date | NONARCHIVAL
Rev. 1 Registers, logs, or other summary records documenting clients who are carriers of se of entry NONEIS:“:’AENT'AL
transmitted diseases. then
Destroy.
HE5501D15 | Case and Contact Register§ uberculosis Retainfor 10 years after date] NONARCHIVAL
Rev. 1 Registers, logs, or other summary records documenting aatigéor inactive tuberculosis| of entry NON%SPSRENT'AL
cases in the agency. then
Destroy:.
HE2011039 | Emergency Detentio®rders Retainfor 3 years after ARCHIVAL
Rev.l Records relating to emergency detention orders issued for the purposes of isolation g €xpiration of order (A,\'Cl’glii;as' gémﬁ
guarantine in accordance witWAC 246100-040. then OFM
Transferto Washington State
Archives for appraisal and
selective retention.
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4.7 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
DISPOSITION
RETENTION AND
NCI\LjITBHEgR()gXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011040 | Emergency Incident Response Retainfor 8 years after ARCHIVAL
Rev.0 |wSO2NRa NBfIFdAy3d G2 GKS I 35y Oe @l hdd dsLg Provision of lastincident | (Appraisal Reqired
coordination or involvement in such response. related services NON%SPSE{ENTIAL
Includes, buts not limited to: then
1 Staff badging and credentialing information; Transferto Washington State
1 Correspondence: Archives for appraisal and
{1 Incident action plans and other planning and procedures developed on an inci S€lective retention.
specific basis;
9 Staff schedules and station assignments;
! LIRFGS 0aaAa i dzintérha?ayidion puNidusa2 NI & F 2 NJ
HE5501D05 | Epidemiologic Investigations and Reports Retainfor 6 years after date ARCHIVAL
Rev.2 Records andeports pertaining to disease outbreak, response, treatment methods, of record or report mﬁggggéﬁ%ﬁ
demographic and diagnostic data. then OPR
Exclude<lient Medical Recordsovered by HE581B01 and/or HE201-D30. Transferto Washington State
Archives for appraisal and
selective retention.
HE5501D-14 | Positive Culture Notifications Retainfor 2 years after date | NONARCHIVAL
Rev. 1 Notifications received from laboratories regarding positive cultures and preliminary te Of notification NONEIS:;ENHAL
results for certain diseases and conditions pursuaniiaC 246101-210. then
Destroy.
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4.7 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
DISPOSITION
RETENTION AND
NCI\LjTBHEngXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501D-13 | Sexually Transmitted Disease Case Reports Retainfor 2 years after final ARCHIVAL
Rev.2 Case reportsletailing the diagnosis, progress, demographic, and location information ( Feport activity (A[\Tg:;léasl g;?\l“#ﬁ
sexually transmitted diseases reported to and/or treated by the agency. then OFM
Excludesecords covered by: Transferto Washington State
f Client Medical RecordsAged 18 and Over (DARE5501B01); Archives for appraisal and
1 Client Medical RecordsUnder Age 18 (DANE2011030). selective retention.
HE5501D-18 | Typhoid Fever Carriers Retainfor 6 years after deathy NONARCHIVAL
Rev. 1 Records relating to individuals known to carry typhoid fever, including signed carrier | of carrier NON%SPS&ENHAL
agreements. then
Destroy.
HE5501G18 | Vaccine Information Statements Retainuntil obsolete or NONARCHIVAL
Rev.1 |¢KS | 38yodeqQa YIFadsSNI O2Lk 2F 5SLJ NI YSy (jsuperseded NONESF;ENT'AL
parentsof children being vaccinated. then
Destroy.
4, HEALTH CAREID
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4.8 WOMEN, INFANTAND CHILDREN (WIC) PROGRAM OPERATIONS

The activity of managingnd administering public health WIC programs.

N%E‘EE;%&:) DESCRIPTION OF RECORDS DIEIE(-I;?I\IT-II-?NN:C’?\IT[I)ON DESIGNATION
HE2011042 | CIMS (Client Information Management System) SupplemeB@atumentation Retainfor 4 years after date | NONARCHIVAL
Rev.0 |Supplemental documentation created by the local agency as supporting documentati¢ Of document NON%SPSRENT'AL
client files in the CIMS electronic system. then
Includes, but is not limited to: Destroy.
91 Prescription forms;
1 Rights and responsibilities forms;
1 Signature forms;
9 Signed check stubs;
1 Handwritten check receipts;
1 Signed transfer/Verification of Certification (VOC) stubs.
HE2011043 | Expenditure Reports Retainfor 4 years after reporf NONARCHIVAL
Rev.0 |Records relating to expenditure reports created by the local agency and submitted to | Submitted NON%SPSRENT'AL
state WIC office. then
Includes, but is not limited to: Destroy.
1 Expenditure Report Total forms;
1 Supporting documentation.
HE5501W-04 | Ineligible Client Files Retainfor 4 years after NONARCHIVAL
Rev.1 |Records relating to clients who have been determined to be ineligible to receive WIC | ineligibility determination NONEOSPSRENT'AL
program resources. then
Destroy.
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4.8 WOMEN, INFANTAND CHILDREN (WIC) PROGRAM OPERATIONS
The activity of managingnd administering public health WIC programs.
DISPOSITION
RETENTION AND
NSI&J/IEHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011044 | Language Interpreter Usage Logs Retainfor 4 years after date | NONARCHIVAL
Rev.0 |Logs documenting requests to outsidendors for translation support services in clinic | of last entry NON%SPSRENT'AL
operations. then
Destroy:.
HE2011045 | Nutrition Education Plan Retainfor 4 years aftedate NONARCHIVAL
Rev.0 |Records relating to annual Nutrition Education Plans created by local agencies in | Submitted to state WIC office NON%SPSRENT'AL
accordance witly CFR § 246.1d). then
Destroy.
HE2011046 | Terminated Client Files Retainfor 4 years after NONARCHIVAL
Rev.0 |Records relating to client files for individuals whose program certification has been | términation NON%SPSRENT'AL
terminated. then
Destroy:.
HE2011047 | Time Studies Retainfor 4 years after study| NONARCHIVAL
Rev.0 |Records relating ttime studies and support documentation completed by the local agd completed NON%SPSRENT'AL
for program resource planning and allocation. then
Destroy.
HE5501W-10 | Waiting Lists Retainfor 4 years after date off NONARCHIVAL
Rev.1 |Lists of individuals who are waiting to be accepted/certified into the WIC program. | last entry NONEOSPSRENTlAL
then
Destroy.
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5. HUMAN RESOURCE MANAGEMENT

¢tKS FTdzy OGA2Yy 27F YI yI 3whefehotideeded byah i/oced Gbierng@mdoTRecotds KRetentioschedule (CORE).

5.1 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
DISPOSITION
RETENTION AND
NC:\JAEHEngg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE20113049 | Staff Plans/Schedules Retainuntil completion of NONARCHIVAL
Rev. 0 Records relating to staff plans and schedules for nursing staff, social workers and oth Joint Commission on NONESSENTIAL
medical staff. Accreditation of Healthcare OPR
Excludesecordscovered byPhysician Call Schedules (OAER011050). Orr?amzatlons audit
then
Destroy.
HE2011050 | Physician Calbchedules Retainfor 5 years after NONARCHIVAL
Rev. 0 Schedules documenting erall schedules for hospital physicians. superseded NONEIS:;ENT'AL
Excludesecords coveredby Staff Plans/Scheduld®ANHE2011049). then
Note:42 CFR § 489.80(1-3) requires the retention of physician-oall schedules. Destroy.
5. HUMAN RESOURCIH
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52 STAFF DEVELOPMENT/TRAINING
The activity of enhancin§ YL 28S5SaQ O02YLISGSyOASa yR alAaftfta GKNRdAAK LINRINI Ya
DISPOSITION
RETENTION AND
NSI&J/I-II;HEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011048 | Health Insurance Portability andccountability Act (HIPAAY Training Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating to the provision of privacy/HIPAA training programs for agency empl Superseded NON%SPSRENT'AL
Includes, but is not limited to: then
§ Training development records; Destroy.
1 Traininghandouts, worksheets, PowerPoint presentations, etc.
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6. PHARMACWIANAGEMENT

The activity obperating a pharmacy and/or acquiring, distributing, or dispensing drugs.

6.1 CLIENT MANAGEMENT
The activity of providing for the accurate tracking and management of clients and their pharmacy needs.
DISPOSITION RETENTION AND
NGIL\JATBHEngg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011051 | Client Profile and Medication RecordsAge 18 and Over Retainfor 8 years after date | NONARCHIVAL
Rev.1 |A pharmacygenerated profileof clientsage 18 and overelating to the filling and of last dispensing activity ESSENTIAL
dispensing of medicatioras required by WAC 24v1-050(2). then (for D'Saglirsecovery
Includes, but is not limited to: Destroy.
9 Client details;
9 Parenteral products dispensed,;
9 Dates and details of dispensations;
1 Pharmacistdentification;
91 Client notes, diagnoses, and conditions;
1 Prescription and refill records.
HE2011052 | Client Profile and Medication RecorddJnder Age 18 Retainfor 8 years after client| NONARCHIVAL
Rev.1 |A pharmacygenerated profileof clientsunder age 18elating to the filling and dispensing attains age 18 ESSENTIAL
of medications as required by WAC 2361-050(2). then (for D'sag;rgecovery
Includes, but is nlimited to: Destroy.
1 Client details;
9 Parenteral products dispensed,;
9 Dates and details of dispensations;
1 Pharmacist identification;
9 Client notes, diagnoses, and conditions;
91 Prescription and refill records.
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6.2 INVENTORY/DISTRIBUTION
¢tKS FOGAGAGe 27F R2 Odzy&gar disffiButiain & fharmacSufic@l® Qa4 Ay dSy (i 2 NB
DISPOSITION
RETENTION AND
NSEATBHEnggAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011053 | Drug Batch Data Retainfor 50 years ar NONARCHIVAL
Rev.l Records relating to data received from laboratories on drug batches. completion/cessation of batc NON%SPSE{ENHAL
Excludes records covered Bjrarmaceutical Inventory AccountabiliyAN HE5®1G12). dlshtrlbutlon
then
Destroy.
HE2011054 | Inmate Medications Retainfor 8 years after date | NONARCHIVAL
Rev.0 |Records documenting the provision of medications to inmates in jails or correctional | medication(s) provided NON%SPS;QENTIAL
facilities. then
Excludesecords covered binmate Health Records(Age 18 and Over) (DAN LEI525) Destroy.
andInmate Health Records (Und&ége 18) DANLE2016034)in the Law Enforcement
Records Retention Schedule
HE2011055 | Pharmaceutical DistributioriErrors Retainfor 8 years after date | NONARCHIVAL
Rev. 0 Records relating to drug distribution errors discovered and/or reported upon by the ag of error NON%SPSRENT'AL
in accordance witWAC 24e873-080(11). then
Destroy.
6. PHARMACY
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6.2 INVENTORY/DISTRIBUTION
¢CKS FOGAGAGE 2F R2 Odzyégar disfibutich & harimacéuficdle Q3 Ay Sy i 2 NB

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

HE5501G12 | Pharmaceutical Inventory Accountability Retainfor 6 years after date | NONARCHIVAL
Rev.1 |wSO2NR& NBflFdGAYy3 G2 GKS LKFNYIO&Qa | Oljof destruction/disposition NONESSENTIAL
pharmaceuticals, including controlled substances. then OPR
Includes, but is not limited to: Destroy.
1 Destruction records;
9 Dispensing registers and records/medication logs;
9 Clinic medication logs;
1 Receipt and distribution records (e.g. invoices, orders, receipts, prescriptions,

biologics inventory and distribution records);
9 Transfer records;
1 Vaccine sign out records;
1 Records bdestruction as required by WAC 2883-080(7)(e).

HE2011056 | Therapeutically Equivalent Drug Substitutions Retainfor 10 years after last | NONARCHIVAL
Rev.0 |Records relating to authorizations for therapeutically equivalent drug substitutions in | @uthorized dispensation NON%?DSRENT'AL
accordance with WAC 2499-030(3). then
Destroy.
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6.3 QUALITY ASSURANCE AMNOINTROL
The activity oenacting policies, methods, and procedures to ensure the provision of quality drugs and medications.
DISPOSITION
RETENTION AND
NSkJATBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011057 | Pharmaceutical Complaints and Investigations Retainfor 2 years after ARCHIVAL
Rev.0 |Records of complaints regarding pharmaceutical products and related investigation r¢ distribution of drug has been (Pﬁgﬁnéggéﬁr}tlm
produced in accordance with WAC 2885060(8). completed OPR
and
1 year after expiration of drug
then
Transferto Washington State
Archivedor permanent
retention.
HE2011058 | PharmaceuticaRecalls Retainfor 8 years after last NONARCHIVAL
Rev.0 |Records relating to the recall of pharmaceuticals which are, or have been, in the posg dispensation of dig NON%SPSRENT'AL
of the agency. then
Destroy.
HE2011059 | Pharmacy Policy, Procedure, and Training Manuals Retainfor 2 years after ARCHIVAL
Rev.0 |Manuals of pharmacy policies and procedures which ensure client health, safety, and Superseded (Psg‘&”éggétﬁﬁ'&‘z
welfare, as well againing manuals for pharmacy employees. then OFM
Note:Retention based onyear requirement for pharmacy training, policy, and procedure | Transferto Washington State
manuals(WAC 24@871-050(4)(b) and (¢) Archivedor permanent
retention.
6. PHARMACY
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7.

RESEARQWANAGEMENT

The function of managing or engaging nesearch activities.

7.1 CLINICAL TRIALS
The activity operforming and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
RETENTION AND
NC:\J/ITBHEgFZSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011060 | Bioavailability/Bioequivalence SamplesFood and Drug Administration Application Retainfor 5 years after NONARCHIVAL
Rev.0 |Approved approval ofFDAapplicationor | NONESSENTIAL
Reserve samples of any test articles and reference standards used in conducting in v SUPPlemental application OPR
in vitro bioavailability/bioequivalere studies where a Food and Drug Administra(iBBA) | then
application has been approved, retained in accordance @MtiCFR § 320.@8 320.38 Destroy.
HE2011061 | Bioavailability/Bioequivalence SamplesNo Food and Drug Administration Application | Retainfor 5 years after date | NONARCHIVAL
Rev.0 |Approved of completion of related NONESSENTIAL
Reserve samples of any test articles and reference standards used in conducting in v Pioavailability study OPR
in vitro bioavailability/bioequivalence studies where no Food and Drug Administration| then
application has been approved, retained in accordance 2tICFR § 320.@8 320.38 Destroy:.
7. RESEARCH
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7.1  CLINICAL TRIALS

The activity operforming and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.

DISPOSITION
RETENTION AND
NSEATBHEnggAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011062 | Device Trials Retainfor 2 years after date | NONARCHIVAL
Rev.0 |Records relating to investigational medical device clinical isned in accordance with investigation NONESSENTIAL
21 CFR § 812.140 completed/terminated OPR
Includes, but is not limited to: and
1 Investigator records of receipt, use, shipment, or disposition of an investigatioj 2 Years after records are no
device: longer required as supporting
1 Investigator protocols and documentation showing dates and reasons of devig documentation for premarket
from protocol: approval application or a
1 Sponsor records of device shipment and disposition; notl(;:e ofdcomlpletlon ofa
i Signednvestigator agreements; prot UCtI evelopment
1 Sponsor records concerning adverse device effects; protoco
9 Other records required to be maintained by the Food and Drug Administration then
Note:21 CFR § 812.1¢) requires the retention of device trial records for 2 years after the | D€Stroy.
onwhich the investigation is terminated or completed, or the date that the records are no
longer required for purposes of supporting a premarket approval application or a notice of
completion of a product development protocol.
HE2011063 | Trial Drug Management Food and Drug Administration Application Approved Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Records relating to the acquisition, shipment, or disposition of investigational drugs fq Mmarketing application is NON'(E)SPSRENT'AL
which a Food and Drug Administrati@PDAxpplication has been approved. approved
Note:21 CFR § 312.5&quires the retention of records and reports showing the receipt, then
shipment, or other disposition of investigational drugs for 2 years aff@Amarketing Destroy.
application is approved.
7. RESEARCH
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7.1 CLINICAL TRIALS
The activity operforming and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION

RETENTION AND

NSI&J/I-II;HEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011064 | Trial Drug Management No Food and Drug Administration Application Approved Retainfor 2 years after NONARCHIVAL
Rev.0 |Records relating to the acquisition, shipment, or disposition of investigational drugs fq investigation discontinued NON%SPSRENT'AL
which a Food and Drug AdministratiGFDA)pplication has not been approved. and FDAnotified
Note:21 CFR § 312.52quires the retention of records and reports showing theip&ce then

shipment, or other disposition of investigational drugs for two years after shipment and dg Destroy.
of the drug for investigational use is discontinued andRbD&has been notified.

HE20131065 || nvesti gators’ Financial Interest Retainfor 6 years after date | NONARCHIVAL

Rev. 0 Records relating to the financing of clinical investigations or bioequivalence studies fr{ of application approval NON%S;?ENT'AL
which data are intended to be submitted to the Food and Drug Administration as part| then

application for market approval, retained in accordance lithCFR § 32865(b) or21 CFR | pestroy;
8§54.6

Includes, but is not limited to:
1 Records showing financial interest or arrangement paid to investigators by
sponsors as described21 CFR § 54(d)(3));
1 Records showing significant payments made by the sponsor to the investigatg
described i21 CFR § 54(d)(3)(ii);
1 Records showing financial interests held by clinical investigators as descritied
CFR 8 54.&)(3)(iii).
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7.1 CLINICAL TRIALS
The activity operforming and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
RETENTION AND
NS&EHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011066 |In Vivo/In Vitro Tests Retainfor 2 years after NONARCHIVAL
Rev.0 |Records relating to in vivo or in vitro tests conducted on any marketed batch of a drug €xpiration date of the batch NON%SPSRENT'AL
product. then
Note:21 CFR 8 320.8H requires the retention of all records of in wivan vitro tests Destroy.
conducted orany marketed batch of a drug product for at least two years afteettgration
date of the batch.
HE2011067 | Subject Case HistoriesFood and Drug Administration Application Filed Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Records relating to individuals administered investigational drugs or employed as a ¢ Marketing application is NON%S;?ENT'AL
in a drug investigation for which a Food and Drug Administrgfi@?Aapplication has approved
beenfiled. then
Includes, but is not limited to: Destroy.
9 Case report forms and supporting data;
9 Signed and dated consent forms;
91 Medical records.
Note:21 CFR § 312.64quires the retention of drug disposition and case history records fo
years following the date BDAmarketing applications is approved for the drug being
investigated.
7. RESEARCH
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7.1  CLINICAL TRIALS

The activity operforming and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.

DISPOSITION
RETENTION AND
NS'l\JATBHEnggAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011068 | Subject Case HistoriesNo Foodand Drug Administration Application Filed Retainfor 2 years after NON-ARCHIVAL
Rev.0 Records relating to individuals administered investigational drugs or employed as a ¢ |nvest|gat|op_dlscontlnued NONléisRENT'AL
in a drug investigation for which a Food and Drug Administrg&@?application has not | and FDAnotified
been filed. then
Includes, but is not limited to: Destroy.
9 Case report forms and supporting data;
9 Signed and dated consent forms;
1 Medical records.
Note:21 CFR § 312.8équires the retention of drug disposition and case history records fo
years after the investigation is discontinued and Ri®Ais notified.
7. RESEARCH
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7.2 INSTITUTIONAL REVIEW BOARDS
The activity obperating, or having involvement with, an institutional review board.
N%E‘EE;%&:) DESCRIPTION OF RECORDS DIZEBEII\IT-II-:;)NN:CIZ\IT?ON DESIGNATION
HE2011069 | Institutional Review Boads (IRB}- General Board Records Retainfor 3 years after date ARCHIVAL
Rev.0 Recordgelating toInstitutional Review Boardand theiractivities in the monitoring and | of document (Pﬁgﬁnéggéﬁr%tmi
oversight of human subject research then OPR
Includes, but is not limited to: Transferto Washington
1 IRB review of research proposals and ongoing regigivities; State Archives for
f Minutes of IRB meetings; permanent retention
1 IRB member lists and credentialing.
Note: 45 CFR 46.115(b) requires the retention of recetdting to IRB activitiefor threeyears.
HE2011070 | Institutional Review Boards (IRB)Principal Investigator Records Retainfor 6 years after NONARCHIVAL
Rev.l |Records relating to investigator activities in human subject research. completion of research NON%SPSRENT'AL
Includes, but is not limited to: then
f Documentation of uses and disclosures; Destroy.
9 Authorization/consent forms;
1 Business partner contracts;
T Notices of practice;
1 Responses to requests to amend or correct information;
1 Client statements of disagreements and complaints.
Excludes records relating ggants administrationcovered inCORE Financial
Management
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7.2 INSTITUTIONAL REVIEW BOARDS

The activity obperating, or having involvement with, an institutional review board.

DISPOSITION
RETENTION AND
NSI&J/I-II;HEgR()l;rAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE2011071 | Institutional Review Board¢$IRB)-Research Conducted Retainfor 3years after ARCHIVAL
RevO |IRB recordsvhich relate to specific research conducted or tHatument decisions completior/termination of (Apgg?éze?ﬁ:id
pertaining to committee actions on research conducted research .
(for Disaster Recovery
Includes, but is not limited to: then OPR
1 Correspondence between the IRB and investigators/researchers; Transferto Washington

State Achives for appraisal

1 Progress reportprovided to IRB _ ’
and selective retention

1 Reports of unanticipated problems involvirigks to subjects or others;
1 Injury reports;
1 Significant new findings provided to subjects.
Excludes records relating ggants administrationcovered inCORE Financial
Management

Note: 45 CFR 46.115(b) requires the retention of records relatingearcbsconducted fahree
years after completion of the research.

7. RESEARCH



S n S Public Health RecordRetention Schedule

Office of the Secretary of state Version 4.XApril 2021)

Washington State Archives

8. VITAL RECORDRANAGEMENT

The function of managingtal records created by the agency.

8.1 CERTIFICATION
The activity otertifying vital events.
DISPOSITION
RETENTION AND
NCkJAEHEgFZSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501F01 | Birth/Death Certificate Affidavits of Correction Retainfor 1 year after NONARCHIVAL
Rev.1 |Affidavits related to requests received for the correctiorirdérmation appearing on a | transmitted to Department of f ESStE':TlAL
birth or death record, including any attached original certificates or certificate copies. Health (for 'sageF:Recovery
then
Destroy.
HE5501F03 | Birth/Death Certificates-1907 and Later Retainuntil no longemeeded ARCHIVAL
Rev.1 |Original birth certificates issued by the agefimylive births, deaths, or fetal deaths in the for agency business (Pergasngl‘éﬁ'flt_elnp\“ﬁ”)
local health jurisdiction. then (for DisasterRecovery)
Transferto Washington State OPR
Archivedfor permanent
retention.
HE2011072 | Certificate Request Logs Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Logs documenting requests received by the agency for twehth, or other vital records | of entry NON'(EDS;?ENT'AL
certificates. then
Destroy.

8. VITAL RECORDS
MANAGEMENT Page6dof 77
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8.1 CERTIFICATION

The activity otertifying vital events.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
HE5501F02 | Certificate Requests Retainfor 2 years after date | NONARCHIVAL
Rev. 1 Formal requests received for certified copies of birth or death certificates, or other vitg Of request NON(EDIS:;ENT'AL
records. then
Destroy.
HE5501F08 | Indexes to Vital Records Retainuntil the archival ARCHIVAL
Rev.1 |Indexes and other finding aids used to access vital records created by the agency, sy récords are transferred to (Pergg'gl';;‘f;_e&'i”)
birth or death certificates. Washington State Archives (for Disaster Recovery
then OPR
Transferto Washington State
Archivesfor permanent
retention.
Page65of 77
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9.

LEGACY RECORDS

This section covers records longer being created/received by the agency, but the existing records have not yet reacheditii@inm retention period.

DISPOSITION
RETENTION AND
NCI\LjITBHEgFgXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
HE5501G02 | High Priority Infant Tracking Sheets Retainfor 8 years after close| NONARCHIVAL
Rev.1 |Records relating to the tracking of higlh 81 Ay FlF yda | a LI NI goffile NON%SF%ENT'AL
operationalHigh Priority Infant Tracking Project. then
Destroy.
HE5501G04 | Passport Program Interagency Work Orders Retainfor 5 years after NONARCHIVAL
Rev.1 |Records relating to work orders requesting healthcare assessments for Department g €xpiration of work order NON(EJIS:;ENT'AL
Social and Health Services foster children as part of the Passport Program. then
Destroy:.
HE2011073 |Birth/Death Certificates— Pre-1907 Retainuntil no longer needed = ARCHIVAL
Rev.0 |Records relating to birth or death certificates issued by the agency prior to 1907. for agency busines (Pergg‘gl‘éﬁm”p\“i”)
then (for Disaster Recovery
Transferto Washington State OPR
Archivedor permanent
retention.
o —



n: 5 Public Health RecordRetention Schedule
Office of the Secretary of State Version 4.XApril 2021)

Washington State Archives

GLOSSARY

Appraisal

The process of determining the value and disposition of records based on their administrative, legal, and fiscal uséjehgal end informational or
research value; and their relationship to othexcords.

Archival (Appraisal Required)
Designation for public records that may possess enduring legal and/or historical value and must be appraised by the Suchivesords are to be

evaluated, sampled, and weeded according to archival principfeArbhives staff. Records appraised as-amhival may be destroyed after thei
retention has been met.

Archival (Permanent Retention)
Designation for public records that possess enduring legal and/or historical value and must not be destroyeghv@taiment agencies must transfe
these records to the Archives at the end of their minimum retention period. Local government agencies must either trassfezd¢brds to the Archives
or retain and preserve them according to archival best practice tratisferred to the Archives. Other than removing and disposing of duplicates,
Archives will not sample, weed, or otherwise dispose of records with this designation.

Disposition
Actions taken with records when they are no longer required togb@ined by an agency. Possible disposition actions include transfer to the Archive
destruction.

Disposition Authority Number (DAN)

Control number for a specific records series in a retention schedule that authorizes a retention period andialisposiin for records belonging to tha
series.

Essential Records
Public records that agencies must have in order to maintain or resume business continuity or to document the legal stdnéih¢saof individuals and
organizations. While theetention requirements for essential records may range from very steorh to archival, these records are necessary for .
agency to resume its core functions following a disaster. Security backups of these public records should be createdbandepmited with the
Archives in accordance with chapter 40.10 RCW. Copies of master indexes, lists, registers, tracking systems, datalbbsefindimdy@ids should also

be transferred with the records.
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LocalRecords Committee
Committee established bRCW 40.14.070 to review and approve disposition of local government records through records retention schedul
I 2YYAGGSSQa GKNBS YSYOSNR AyOfdzRS GKS {01 GS ' NOKA QA a (thelState Audtof.S N
Non-Archival
5SaAdyldiAzy IAGBSYy (2 LWzotAO NBO2NRa (KFd R2 y2i L}austSian thésedz®cbriisdok
the minimum retention period specified by the appropriate current recaedention schedule. Agencies should destroy these records after their mininr
retention period expires, provided the records are not required for litigation, public records requests, or other purppsescréy law.
Non-Essential Records
Public recordsvhich are not required in order for an agency to resume its core functions following a disaster, as described in chdpRC¥. 1

OFM (Office Files and Memoranda)
Public records not defined and classified as official public records in RCW 40.4dddther documents or records as determined by the recot

committee to be office files and memoranda.

OPR (Official Public Recojds
Public records necessary to document transactions relating to public property, public finances, and other agency, lnusieasrds determined by the
records committee to be official public records.

Public Records
Records that have been created or received by any government agency in Washington State in connection with the trangadtian lfsiness
regardless ophysical form or characteristics.

Records Series
A group of records performing a specific function, which is used as a unit, filed as a unit, and may be transferredy@ddagsimounit. A records serie
may consist of a single type or a numbediferent types of documents that are filed together to document a specific function.

StateRecords Committee

Committee established by RCW 40.14.050 to review and approve disposition of state government records. Its four membethenState Archist
and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of Mizeragament.
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INDEXES

ARCHIVARECORDSIDEX
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AGENCY MANAGEMENT
QualityAssurance and Compliance

Major INCIAENt REVIEWS.........cceeeiiiieeeee et e e e e e e e eeeeeeeeannaes 9
Medical Staff Credentialing/Privileging............cccoeeeeeeei e, 9
Standard Of CaAr.........uuueiiiiiiiieie e e 10
ASSET MANAGEMENT
Maintenance
Radiation Instrument Calibration (Drinking Water)...........cccccevvivveeeennns 11

ENVIRONMENTAL HEALTH MANAGEMENT
Auditing and Inspection

Envionmental Monitoring (Agency Jurisdiction).............c.eeeeeeeevveeieeeenes 14
Hazardous Waste BuSiNesS AUGILS...........ueeieiiiiiiiiieieeciiieee et 15
Hazardous Waste Chemical Site InSpections............cccccceeveeeveeeviniecnnns 16
Planning Department Recommendations...........ccoovvveereriiiiieeeeiniieeeens 17
Recreational Shellfish Beach Classifications............ccccoocvvveveiieeeneniienns 17
Solid Waste, Facility INSPeCtioNS..........ccooiiiiiiieiiiieieeeeie e 18
Licensing and Permitting
Burial/Cremation/Transit PErmitS............occuiiiiiiiiiiieiieiiieieeeeee e 20
Hazardous Wast€ PErmits..........ccooeeeiveiiiiii et 21
Inter and DisSinter PErmitS..........cccuuviiiiiiiiee e 21
Licenses ISSUed REJISIELS .....c.coiuiiiiiiiiiieee et 21
Permit and Approval SUMMANIES.........ceeeiiiiiiie i 22
Solid Waste Closed Landfills............cooviiiiiiiiiiiiiieeee e 25
Water Recreation Facility PErmits.............ciiioiiiiiiiiiiiiieeeeee e 25

Water Supply System PermilS..........coccveiiiiiiiieeieiiiieeee i siieeeee e 25
HEALTH CARE AND TREATMENT
Client Administration

Master Client/Patient INAeX..........cc.uuviiiiiiiiieeeeee e 37
Infectious and Communicable Disease Control and Prevention
Emergency Detention OFdeIS........ocuvviieiiiiiiiee e 46
Emergency INnCident RESPONSE.........cocuviiiiiiiiiiiee et a7
Epidemiologic Investigatits and REPOIS.........cccooiiiieeiiiiieeeeeiniiieee e 47
Sexually Transmitted Disease Case RepPAILS.........ccccvvvvviiieniiieeeeeeeeeenan, 48
LEGACY RECORDS
Birth/Death Certificates Pre-1907........ccoovvviiiiiiiiiiiieeeeeiie e 66

PHARMACY MANAGEMENT
Quality Assurance/Control
Pharmaceutical Complaints and Investigatians...........ccccceevviveeeeennnnen. 56
Pharmacy Policy, Procedure, and Training Mé®U................ccccvveveveennn. 56
RESEARCH MANAGEMENT
Institutional Review Boards

Institutional Review Boards (IRBeneral Board Records...................... 62
Institutional Review Boards (IRBResearch Conducted........................... 63
VITAL RECORDS MANAGEMENT
Certification
Birth/Death Certificateg 1907 and Later............uvvvvveiviiiiiiieneeieeeeeeeeeeeeed 64
Indexes to Vital RECOIUS........uuuuiiiiiiiiiieii e 65
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ESSENTIAL RECORIDHEE=X
See thd.ocalGovernmenCommorRecords RetentioBcheduldCOREf 2 NJ  RRAGA2Yy It a9aaSydGAl fé

ENVIRONMENTAL HEALTH MANAGEMENT
Auditing and Inspection

Hazardous Waste Chemical Site INSpections............ccccccccveeeveeeviniicnnnns 16
Solid Waste, Facility INSPeCtioNnS...........ccoviiiiiiiiiiieiie e 18
Licensing and Permitting
Burial/Cremation/Transit PermitS.........ccccceeeieiiiiiiineieeeen, 20
FOOd WOrKer PermMItS.......ccciiie e e e 20
Hazardous Wast€ PErmits..........ccooeieeveiiiiiie e 21
Inter and Disinter PermitS............coooooiiiiiiii e 21
OnSite Sewage SystengsApproved PermitS.........cccceevviveeeiniiiiee e, 22
Permit and Approval SUMMATIES.........ceeeiiiiiiieeiiiiieee e 22
Solid Waste; Closed LandfillS........cccoooeiviiiiiiiiiiiiiee e 25
Water Supply SyStem PermiLS.........coocuveiiiiiiiieeeeiiiieeee e 25

HEALTH CARE AND TREATMENT
Client Administration

Master Client/Patient INAEX...........ooevvviiiiei e ee e 37
Client Medical Records
Client Medical Reprdsg Age 18 and OVer..........coovuiiieiiiiiieie e 40

Client Medical RecordsDiscosure Authorized............ccoceveevivivivveeneennn . 42

Client Medical RecordsUnder Age 18.........cevvveeeiiiiiiiiiiniiinieeeee e e 41

COUNSEIING ...ttt e e e 42
LEGACY RECORDS

Birth/Death Certificateg Pre-1907............ooovviiviiiiiiiiiciiieeeee e 66

PHARMACY MANAGEMENT
Client Management
Client Profile and Medication Recorg#ge 18 and Over..........cccccccvvvnnns K]
Client Profile and Medication Recorg&/nder Age 18..........cccvvvvvvnvnnnnnnn. 53
RESEARCH MANAGEMENT
Institutional Review Boards

Institutional Review Boards (IRBResearch Conducted................cceeenne 63
VITAL RECORDS MANAGEMENT
Certificaton
Birth/Death Certificate Affidavits of Correction...........ccccoeevieiiiiiiineneeennn, 64
Birth/Death Certificateg 1907 and Later...........cccooeveeeiiiiiiiieeeeiiieee e 64
Indexes to Vital RECOIAS.........coooiiiiiiiiiie e 65
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DISPOSITION AUTHORNDMBERS (DANBYDEX

HE2013000.......ccceiviiiiiiiieeieeinnnnn, 5 HE2011032.......ovviviviiiinieeeee, 42 HE2011064........ccoovvvvvvviiiieeeeeee, 59 HESS501D15......ccoiiiiieeeeeei A6
HE2011001......ccovviiviiiiiinieeeeeiiannn, 5 HE2011033.......coiiiiieiiieeeeeen 42 HE20131065........cccoovivvviviiieeeeee, 59 HESS501D18......ccoviiiiieeieeeii A8
HE2013002.......ccoovvvviiiiiiiieeieeinannn, 6 HE2011034........coovvivviiiiiieeceen, 43 HE2011066..........coooevvviviiiieeeeenn, 60 HESS501FRO0L.....cccviiiiiiieiiiiiieeeees 64
HE2013003........ooviiivviiiiiieeeceeinann, 6 HE2011035.......ccoiviiivviiineeeeee, 43 HE20131067.......cccovvviviiiiiiieeceeen, 60 HESS501FR02.......ccciiiiiiiiiiiiiiieeies 65
HE2013004.......ccooeeeeeiiieeeeeeeea, 7 HE2011036........cccceevvvviveeeeeeee, 44 HE2013068............ocevvvvveeeeeeee, 61 HES501F03......ccviiieeeeeeiicie e 64
HE2013005......ccccciiiieiiceeeeeeeeeeae, 7 HE2QA1-037.....cciieeeeeiiiiee e, 45 HE2013069.........cccoeevvvvieeeeeee, 62 HES501FR04.......coiiiieeeeee e, 20
HE20131006........cccccevevviiieeeeeeinnnnn. 8 HE2011038........cccceevvvevvieieeeee, 45 HE2013070......ccccoeveeeviiiiieeeeeee, 62 HES501F08.......ccviieevvviiiieieeeees 65
HE2013007.......coiviiiiiiiiiiiieeieeinnnnn, 8 HE2011039.......cccovviviviiiiiieeeee, 46 HE2011071....ccoiviiiiiiiiiieeeceee, 63 HESS501F009.......ccoiiiiiiviiiiiiieeees 21
HE2013008........ccoovvvvviiiiiiieeieeinnnn, 9 HE20131040.......ccccooovvvviiiiiieeceennn, 47 HE2011072.....c.oiiviiiiiiiiiiieeieee, 64 HES501GO02.......ccvvviiiiiiiiiiid 66
HE2013009.......cccooiiiviiiiiiiieeceeinnnnn, 9 HE2011042........cccoovvvvviiiiiieecien, 49 HE20131073.....ccoiiiiiiiiiiieeceeee, 66 HES501GO0A4.......covviiiiieieeiiid 66
HE2013010.......ccoviiiiiiiiiiieeieeinnnnn, 9 HE2011043.......ccoovvviviiiinieeeee, 49 HE2018%001......cccovvivviiiiiiieeeeee, 14 HES501301......cciiiiiiiiiiiiciieeeees 20
HE2011011....ccccooeiiiiiiieeeeeeeee, 10 HE2011044...........ccovvvieeeeeeee, 50 HE2013002.......cccccoevvvvviiiieeeeee, 28 HES501302.....cccviiieeeiiieeieeeees 25
HE2011012.......cccccovveviieeeeeeee, 11 HE2011045.......cccco e, 50 HE2021004.........cccoeevveveeeeeeee, 36 HES501304.......coiiiieieiieeeeeees 13
HE2011013......ccco e, 11 HE2011046...........cccevvvveeeeeeeee, 50 HE2021005.......cccccoeeeveeeeeeeee, 23 HES501305......cccciiiiiereeeeeeee 12
HE2011014.......ccooeeveveeeeeeeee, 16 HE2011047........cooveeeviie e, 50 HES501A03.....cc o 39 HES501313.....coiiiieeeeeee e, 22
HE2011015.....ccccoiiiiiiiiieeeeeeeei, 17 HE2011048........ccooovvvviiiieeeeeeen, 52 HES501A06........cccvvviieieiveiiiinn 38 HES501314.......oiiiiiiiviiieieees 24
HE2011016.......ccoovvvivviiieeeeeiiinn, 18 HE2011049........ccooovvviiiiiieeeeen, 51 HES501A10. i, 21 HES501315......cccciiiiiiiiiiiees 17
HE2013017....ccoiviiiiiiiiiieeeeeeinn, 21 HE2011050.......ccccevviviiiiiieeceenn, 51 HES501B01....cccovviiiiiieeeeveiiii 40 HES501318......cciiiiiiiiiiiiiieeeees 22
HE2011018.......ccooevvevieeeeeeeee, 25 HE2011051......cccoooevieie e, 53 HES501G02......ccoveeieeeeeeeee 35 HES501321.....cccvviieieeiiiceeeeee, 17
HE2011019......cccoeevviiiieeeeeeeee, 26 HE2011052.......ccccoevveie e, 53 HES501G12....cccvveieeeeeeeeiin 55 HES501324........oeieieeeieeeee 18
HE2011020.......cccccvvvvieeeeeeeeeee. 26 HE2011053.......ccccoi e, 54 HES501G14 ... 38 HES501325.....ciiiiiieeieeeeee 25
HE2011021.......cccoeevveveeeeeeeeee, 29 HE2011054........c.ccoeveieei e, 54 HES501CG16......ccovevveeeeeeeeein 34 HES501326........cciieeeeviiiieeeeee, 19
HE2013022........ccoovvviiiiiieeieeiiinn, 30 HE2011055......cccooiiiiviiieieeee, 54 HES501G18.....oooivviiiieeeeveeii 48 HESS501KO05......ccvvviiieeieeii 19
HE2013023.......oiiiiviviiiieeeeeeie, 31 HE2011056........ccccoovvvviiiiieeeeen, 55 HES501D01....ccoiiviviiieeeeereeii 46 HES501IM-01.....coovviviiiiieeeeeeiiienn, 15
HE2011024........ccccovvviiiieeaeeiiinnn, 32 HE2011057......cccovviviiiiiiiiieeeeen, 56 HES501D04.......cooeviieeeeeveeii 37 HES501M-02.....ccoevvvviiiiiieieeeiieen, 16
HE2013025......cccoeeiveeeeeeeeeeee, 33 HE2011058........ccceeevvie e, 56 HES501D05......ccoveiieeeeereeii A7 HES501M-03......cceeviiiieeeeeeeeeen, 16
HE2011026.......cccccevevvieeeeeeeeeen, 27 HE2011059.......ccccoevvvviie e, 56 HES501D06.......ccccevvveeeeeereeiinnnn. 20 HES501M-04.......ccevviiieeeeeenee, 18
HE2013027.......ceveeeveiieeeeeeeeiee, 34 HE2011060...........cccevevvieeeeeeee, 57 HES501D07...cccccevevieeeeeeeein 34 HES501IW-04......oeevveeieeeeeeee 49
HE2011029.......ccccevvvviiieeeeeeeee, 38 HE2011061.........ccceevvveeeeeeee, 57 HES501D12......cccveiiieeeeeeeeii 46 HES501W-10.....ccoeeviiiiiiieeeeeeeee, 50
HE2013030.......cccievviiiiiiieeeeeeiiann, 41 HE2011062.........cccvvvviviiieeeeen, 58 HES501D13.....c i 48 HES502H-01.......cccvviiiiiieiiii, 11
HE2011031....cciiiiiiiiiiiiieeeeeeie, 42 HE2011063........cccoovvivviiiiieeeeeen, 58 HES501D 14 A7 HES502H-02.......cccvviiiiiiiiiii 44
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HES502H03........cccviiiiiiieees 33 HESS02L-01........cccciviiiiiiieeee, 15 HES502L-06.........ccccvvvvieiieeeee 20
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SUBJECT INDEX

Note: The use in this index of CORtersto the Local Government Common Records Retention Schedule.

A
accidents/incidents....................... 6, see also CORE
accountings of disclosure (HIPAA)...........c........ 7
administration (general).............. 38,see also CORE
affidavits of correction (birth/death certificates) 64
air quality testing..........coooeeeeeeeiiieeeee, 28
animals
bites and treatment...........ccccccooovviiiiiiiniinennnn 46
permits and approvals...........ccocceeeeiiiiieeneens 24
denied/withdrawn.............cccccccevieeeniinnnn, 23
B
bacteriological analyses (public water systemsB1
batch data (drug)........cooevveeeiiiiiiieeeeeeee, 54
batch tests (in vivo/in VitrQ)............cccceeiiiineeenn. 60
beach classifications.............cccccceeeiiiiiiiiiinnnen 17
billing/financial assistance.................ccccevvvvvee. 38
DSHS....co e 38
billing/financal services................... see also CORE
bioavailability/bioequivalence samples............. 57
biologics (Pharmacy)........cccoccveeeiiiiieeeeeniiinenn. 55
birth/death certificates
1907 and later......c.coeeeiiiiiiiiiiiiceeeee e 64
affidavits of correction..............cccovviiieenn. 64
certified COPIES......ooiiiiiiiiiiiee e, 65

Pre-1907......iiiiiiiiiiiiie e 66

vital records iNdeX............veeeiiiiiiiiiiniiinnnnndd 65
building plan (reviews)........ccccccceeveveeeieieeeeeee 20
burial/cremation/transit permits.............cccccoeeue 20
buSIiNESS registers.......covvveeeeiiiiiie e 12
C
calibration

quality assurance/control............cccccccvvveeennn, 29

radiation instrument.............ccccocciiieiienee e, 11
call schedules (physicians)..........cccccevviiieeenns 51
CamPS (PEIMILS).....uvvereeiiiiiiieieee e e e e eee e e e e e eeeeaaanns 24

denied/withdrawn...............ccoooviiiiiiieninnennen. 23
(o= 1Y [0 o 1< TP 37
case reports

clinical trialS...........coveeeiiiiiiiee e 60, 61

sexually trasmitted diseases............ccccvveeeee.. 48
certificate

affidavits of correction..............cccuvviiieeeneennn. 64

requUESE I0gS. ..o 64

TEOUESTS .uuiiii ittt 65
chain of custody (lab samples).............cccuvvnnee. 33
changes/corrections to records (HIPAA)............. 7
characterization and disposal

all OtherS...covveee e 18

hazardous Waste............ccccvvveveiieeeee s 18
check stubs/receipts (WIC).........ccccvvviiieenneannnn. 49
chemical analyses (public water systems)........ 32

child neglect/abuse...........ccocoevvveeeeiiieniinns 40, 41
CIMS supplemental documentation.................. 49
claims (DSHS billing)..........ccoovvviviviie, 38
client medical records
age 18 and OVeL..........ceevviiieeeiiiiieee e 40
counseling/mental health.................cccceee 42
ISCIOSUIE. ... 42
pharmacy/medication....................cceeeveeeenns 53
underage 18.....ccooovviiiiiiiiiiieeeeeeeeee 41
client profile and medication records................. 53
client services
billing/financial assistance..................ccc.vu.... 38
encounter forms/fee sheets........ccccccceeernns 34
financial assessments...........ccccccvveeeveeeeneenn. 39
FElAatiONS.....coiiiiiiii i 5
screening and referral............cccooevvvviiiviinnnnn. 35
clinical laboratory
instrument StUdIES........ccoevvvviciiiiiiieeeee e 11
quality assurance/control............cccccccveveeeennn. 44
SPECIMEN tESHNG.....vevveiiiiiiee et a4
clinical resource management/utilization revievd8
clinical trialS........ccoeeiiiiiiiid 60, 61
closed solid waste landfills...............ccccviiieeeeeen. 25
COMPIAINES....eeeiiiiieiiiiiieeeeeeeee see also CORE
client. ..., 5
food borne illness..........cccccvvvivevieee s 20
HIPAA. e 8
pharmaceutical............cccovveeeiiiiiieeee i, 56
condemnation/demolition orders....................... 13

consent forms
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clinical trialS........ccooce i, 60, 61 E G
controlled substances..........cccccovvvieeeeiiiiiienene 55
counsel'lng/men.tgl h‘?a"h SIVICES..ovvvvvvvvvvvnnnnn A2 effluent/discharge monitoring.............ccccoevveee. 27 garbage/recycling vehicles (permits)................. 24
cr.ec'ier?tlalmg/pnwlegmg """""""""""""""""""" 9 eligibility (client financial)........................ see client denied/withdrawn.............cccccconiiiiiiiiiienen. 23
crisis Ilnes.'..' ..... s ST P P 5 emergency gas piping (permitsy....... see Permits and Approvals
culture NOHACALONS, POSHIVE...vvvevevevessessssssnsnnsos 47 detention orders.........cocveeeeiiiiiiieeeeniiieeee s 46 denied/withdrawn.............ccccccovviiiiiiiennn, 23
INCIAENt rePONSE........ccevvveeeeieiiiiicee e a7 grievances (client).......cccccceeeeiiiee e, 5
D encounter forms/fee sheets.............ccccviiiineen. 34
environmental laboratory v
dairy/food processing (permits)..........cccceeeenuenee. 24 ggﬂg?/ea;?;?ggggg{]m """""""""""""""" gg
ASNIEAMINATAWN. ... cvvss v 23 environmental teSting............cccoveveeveeeeeeennane. 28 hazardous waste..............cccceininnne see also CORE
death/birth certificates epidemiologic investigations aneéports..............47 business audits...........ccooiiini 15
COMMMIE COPIES .11 vvvss v 65 establishment registers...........occovvvveevereenenenn. 12 chemical site inspections.............c.c.cccvnae. 16
V|tal_ records [[aT0 [ 65 Expedited Partner Therapy (STDS)............ 40, 41 COlIECHOr INSPECHONS ..o 16
demo“_tlon OTABTS oo 13 expenditure reports (WIC).........ccoveeeerveeeiireenne. 49 PEIMIES...ce it e e 21
dete.““‘“.‘ Orders (EMErgenCy).........coocvvvvvvvvvee 46 recycling event permitS........ccccccveeeeeviiicnnnnns 24
dgwce LU= R 58 denied/withdrawn...... 23
dlsclqsures (HIPAA) ............................................ 7 = high priority infant tracking ShEets..................... 66
dormlt_orles _(perm|ts) ......................................... 24 HIPAA
_de_” EAMWINATAWN coovovsnininnssinisnes 23 facility inspections (general)..............cceeeeeeee. 15 complaints/violations............cccceceeiiiiiiiieeeeeeenn. 8
drinking water e fee sheets/encounter forms...........ccccccoevvinnnnee 34 protected health information........................... 7
laboratory asse_ssments/cert|f|cat|on """"""" 26 fetal death certificates (1907 & later)................ 64 Sanctions to WOrKersS.........cceevvvviciiviiivneeeneee 8
laboratory quality asurance & contral........... 29 financial assessments (client).............cccceeeennne 39 training agency employees..........cccoccvveeeennen. 52
Iea(_d/copper analyse; ............... s 30 financial assisStance...........cccvvveieeiniiiee e, 38 HIV teSt rePOIS...cveieiiiiiiiic s 34
radionuclide (analysis of compliance)........... 26 food and beverage service permits hospitals’lhomes (permits)...........ccccevvvvvvvvvvvnnnnn. 24
drugs denied/withdrawn...........ccccoeeveiiiiiiiinnnnenen, 23 hospitals’lhomes (permits)
b"?‘“?h daFa """"""""""""""""""""""""""""" o4 food borne illness complaints/investigations.....20 denied/withdrawn..........cccccoeeeiiiiiininininnn, 23
cI_|n|caI trlal_s """""""""""""""""""""""""""" 60 food handler licenses..........c.ccccieiiiiineenenenn 20 hotels/resorts (PermitS).......ccccceeevriniiunvinneneneen. 24
_dlsposal_ (trial drugs)..........ooooovrvrrrrrreern 58, 59 food processing (PErmits).......cccccvvvvevieeeeeriinnnnns 24 denied/withdrawn...........cccccceeevviviiinnienneennnnn. 23
n VIVOIVIETO [@SLS ovvvvvvresssssvvvvsssercsnn 60 denied/withdrawn............ccccccoiiiiiiiiiiieenene 23 human subject research...............cccceeeenne 62, 63
inventory (Pharmacy).......ccocceevvieeeesiinnnenn. 55
DSHS billing....ccvvveeeiiiiiiiee e 38
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| financial Interest........cccccccvveeeeii i, 59 clients under age 18......cccccveeeeeeiiiinvnnninnnnn. 41
human subject research..............ccc.oueeee. 62, 63 medication logs (pharmacy)............ccccccvvvvvnnen. 55
in Vivo/in Vitro tests. ... 60 medical deviCeS.......covviiiiiiiiiiiiee e 58 merntal hgalth SEIVICES....ccuviieeeiiiieee e eriieee e 42
incident reports (Client).........ccccvoviiiiiiiiiienennn 6 mglrﬁtge:r:mgseealsoCéBRE
incinerator INSPECLiONS........ccvvvveviiiieeee e 18 L oo
index effluent/discharge.........cccooiiiiiiniiiiieen, 27
client/patient.........cccceeeeveiiiiiii e 37 landfills
Vital reCOrdS....cooeiiiiiiiiiieeee e 65 closed sites 25 N
ineligible client files (WIC)........oocvieeiiiiiiienenns 49 permitting/iri;slgé.é:.£i%.é '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 18
injury report's ' language (interpreter)........ccccevvvvveeerniinnenen. 42,50 nursing homes/hospitals (permits).................... 24
E::g::((ﬂslg::ﬁ%ed) """"" use CORE GSSﬂ}lg lead paint teStiNg........cvevvvveeereeiiiiniieeeeee e, 28 denied/withdrawn............ccccccooviiiiiiiiiiniennnnn. 23
: LT licenses granted by agency nutrition education plan (WIC).............ccceeernnee 50
inmate mediCationS............ooovcvvviiieeiieeiee e 54 denied 23
inquiries (CHENt).........ccovveee i 5 genera.i """""""""""""""""""""""""""""" o4
INSPECHIONS....eeiiiiiiiiiee e, see also CORE withdrav.\}ﬁ. """""""""""""""""""""""""""" 23 ®)
chemical sites (hazardous waste)................. 16 i . d relsters """""""""""""""""" 21
facilities (general)..........ccccooviiieiiiiiiiiee e 15 I o
logs on-site sewage systems
SEWAGE SYSIBMS.......ovvvvviirvvisssinisnens 16 certificate reqUESES.........cocooveveveeeeeeeeeeenna 64 approved PermitS..........ccocooevieiinnninenne 22
SEWAGE UEAIMENE SHES....oovoooooo v 17 CHENES e eeeeess e eeeeees e 37 maintenance and inspection......................... 16
. S.Ohd. wate faqlmes """""""""""""""""""""" 18 release of information...............ccccveveeeneeenennn 9 orders
institutional review boards (IRB) water Wellom oo, see Water Well Reports condemnation/demolition............cocv.veeveveen, 13
administration and research oversight.......... 62 emergency detention.............eceeeeveeeeereenn. 46
principal investigator records (research pharmaceuticals..........cccccevvcveeeeiiiciiiee e, 55
. conducted) ......... B A 62, 63 M work (DSHS/passport/foster)...........oo........ 66
instrument studies, clinical laboratory............... 11
inter and disinter PermitS.............cooooovvieneeen 21 MaiNtENaNCE.......covvvviieeiiiee e see also CORE
interpreter (Ianguage). ... 42,50 SEWAGE SYSIEMS ...eveveeeeeeeeeeeeeereeeeeereseees 16
mves_tlgatl_ons . MAjor INCIdENt FEVIEWS..........uueeeiiiieeiiiiiiiiiaee 9
EPIORMIOIOQIC. ..o 47 master client/patient iNdeX...............cocovevvreenn. 37 Partners (STDS).......coovvveiiiiiiiiiiine, 40, 41
food borne iNEss.......cuuvwvvveeeemsiiisisssssnss 20 maternal referrals............coooerenieriereenneinenn. 34 passport program (foster children,..................... 66
Injury report; -------------------------------------------- 6 medical assistance remittances........coovvveevvnn.... 38 PALIENT....ooiiiiiiie i see client
pharmaceuuca]......... ...................................... 56 medical records percolation tests (sewage systems)................. 22
Sewage reatment Site..........c..ioorwverisieeernnos 1 clients age 18 and OVer...........c.covververrrenrens 40 permits granted by agency
investigator records (clinical trials) T B 23
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food and beverage service........cccccveeeeeniinnnd 24
denied/withdrawn............ccccocoviiiiiiiiennnnnn 23
fOOd WOIKET......oviiiiiiiiee i 20
0ENEIAL. ..ottt 24
hazardous waste...........cccoceeeeiiieeiiine e 21
inter and disSinter...........ccccceeeie i 21
landfill/solid waste............ccueeeeiiiiieiiind 18
on-site sewage SyStemS.......ccceeevivieieieieeeeeennn, 22
SUMIMATNY ettt e et e e et e e e eabn e aees 22
water recreation facilities..............occcvvveeeeeen. 25
WItRArawn ... 23
pest control (PErmitS)..........ceeevriviieeiiiiiieneennine 24
denied/withdrawn..............cccoovvccviiiiineennennnn. 23
pharmaceuticals..........cceeveiiiiieiiiiiieee e 55
complaints and investigations...................... 56
distribution errors..........cccccveeeeeiiiiniiei 54
FECAIIS....eueeiieieei e 56
pharmacy (training, policies & procedures)....... 56
physician call schedules.............cccccceiiiiiieennns 51
planning department recommendations........... 17
plumbing (PErMItS).......ccoviuiieeiiiiiiie e 24
denied/withdrawn..............cccooiiiiiiiiienncnnnnn. 23
policies and procedures................... see also CORE
pPharmacy........cccccviviiii e 56
positive culture notifications................ooevvvvnninnn A7
prescriptions (WIC).......coovvieiiiiiiie e 49
PHVIIEGING. ..ottt 9
proficiency testing..........coovviiieiiiiniiieee e 29
public test requisItions.............cceeeeieeeriiiiriien 28
public water systems
analyses for lead/copper...........ccooviuivivieneen. 30
bacteriologicakturbidity analyses................... 31
chemical analyses.......c.ccccveiiiieenneininnenn. 32
OENEIAL...cciiiiiiiii i 33

Q

quality assurance/control

clinical [ah..........ciiiiiiiiii s 44

environmental lal...........cccceeeiiiiiiieiiciieene 29
R
radiation instrument calibration (drinking water)L1
radiologiC repPortS.......cccovrvieeieiiiiiee e 43
recalls (pharmaceuticals).........ccccceeeieeiiiiiiennnnn. 56
recommendations for planningepartment.......... 17
recreational

facilities INSPections...........ccocccveeiviiiene i, 15

shellfish beach classifications....................... 17
recycling

facility iINSpections..........ccccvevveiiiiieneiniiienn. 18

vehicles permits............cccceerii, 24

denied/withdrawn.............cccovviiieinannnnnn. 23

referralS... ..o 34
registers

cases and treatments...........cccceeevviieieeenninn. 37

licenses iISSUEd.......covviiviiiiiiiiie e 21
release of information l09S..........ccccovevveeeiiinnennn. 9
reports

animal bIteS.......uuviiiiiiiii A6

child abuse/neglect....see Client Medical Records

epidemiolOgIC. ... ..uuueiieeiieeieiiiieeeeeee e 47

expenditure (WIC)........coccvvveiiiiieeeericcnnee.. 49

OENEIAL. ..ottt 45

HIV SIS ..o 34

pharmaceutical distribution errors................. 54

(7210 1To] (o] | (o PO PUPRTUUT 43

vaccine reaction........ see Client Medical Records

water Well........oevviiiiiiiieiiee e, 19
resorts/haels (Permits).......ccccveeeeveviiicvvvnnnnnnnn. 24

denied/withdrawn............cccccccoooiiiiiiiiiiniennnn. 23
reviews, major inCident.........ccccoccvvveeiiniieneeennnnn 9
rights and responsibilities (WIC).........ccccocvveee. 49
S
sample management (environmental lah)......... 33
sample tracking (public test requests)............... 28
sanctions to workers (HIPAA)........cccoocveerninne 8
SChOOIS (PEIMILS)....cccvvveiiiiiiicree e, 24

denied/withdrawn............cccccccooiiiiiiiniiiniennnn. 23
screening and referral.............ooiieeineennn. 35
sewage

sludge site iINSPections...........ccevvvveeerrnnnnnn. 18

treatment site iNnSpections...........ccccocceeeeenee. 17
sewage systems

approved permitS..........cccceevvievivieeeeieninn 22

maintenance and inspection............c.cccc..uue. 16
sexually transmitted diseases

CASE IEPONMS. .. iiiiieiiiie et eer e e eaaiaan 48

medical treatment.............ccoeeeiiiiiiiviieeenns 40, 41

FEOISTEIS . eiiiiiiiiee ettt 46
shellfish beah classifications...........cccccccceeen. 17
signature

forms (WIC)......ccooviiiiiiiiennnn 49

liStS (Staff)...eeeeeeeeeiii e 43
site monitoring (effluent/discharge)................... 27
SOIl tESHING..eei it 28

solid waste
characterizationand disposal (hazardous wast)
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closed landfillS..............cooeiiiiiiieeee s 25 requisitions (clinical [ab)..................cccvvvvneeee. 44 Vital rECOMAS......uvviiiiiiieeee e 64
effluent/discharge monitoring........................ 27 therapeutically equivalent drug substitutions....55 affidavits of correction...............ccccvvvvvveeennn. 64
facility inspections.........ccccceeveeeeeeviiiccciiinnn, 18 time studes (WIC).......cccocveeeeeieeeeee e, 50 INAEXES.....i oot 65
landfill permitS.........cccovveriiii e, 18 transfer station iNSPections...........ccccoccvvveeennnee. 18 Pre-1907 ... 66
solid/hazardous waste recycling (permits)....... 24 transfer/VOC stubs (WIC)........cccoveeiiiiiieeennee 49 FEOUESES ...eiiiiiiiiie et 64
denied/withdrawn.............ccccconiiiieiiiiiineens 23 trial drug management.............cccceeeeviiineenn. 58, 59 VOC StUDS (WIC).....eiiiieiiiiiie e 49
specimen testing tuberculosis
clinical [ah..........ccooiiiiiis 44 medical treatment.............ccccveeiiiennnnnn. 40, 41
environmental...........ccooovvviciin e, 28 [T 0|5 (=] £ 46 W
SPOrE tESES....ce i i 11 turbidity analyses (public water systems)......... 31
staff typhoid fever carfiers............cccccccceeecevennnnnn.. A8 waiting lists (WIC).........ooviiiiiii, 50
plans/schedules..........cccccveieeiieinieiiie e 51 water
SIGNALUIE lISTS.......ceeecececeeeeieeeeeeeeeeeeeeeee e 43 recreation facility permits........................... 25
standard of Care.........ccocevevveeeerieeeeeseeeenees 10 u supply system permits...............cocooeeennn. 25
status reports (DIlliNG)..........ccccvevereeceieeeennn. 38 WEll rePOrS.....ccoirir e, 19
Sterilizer SPOre testS..........cevvvvvveeeesveeieenennnn, 11 Utilization reVIEW.........cceeveeieieieie e, 38 water systems
subject case histories (clinical trials)................. 60 bacteriological/turbidity analyses................... 31
chemical analyses.......cccccccveeeeeiiiiiieniieeeenn. 32
\ general analyses.......ccccceeeveveiiiiiiiiniieeeeeeenn 33
T lead/copper analySES..........cocvevereeerereenenn. 30
vaccine WIC
terminated client files (WIC).........ccooveveeeevnne. 50 information statement (DOH)........................ 48 ClieNt fileS......ooveeeeeeeeeeee e, 49, 50
test reaction reports......... see Client Medical Records WaItING IStS ... 50
environmental (general public requests)....... 28 sign out (pharmacy)..........cccovvvvvvvvvveiiiinn 55
PrOCEAUIES.........ceeeieeeeeeeeeseeerereeerennnnn A5 vector/pest Control............coevviiiiininnnn, 19



